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o e , Foreword

~. ¢ N . T, .

Weéthebrgié”éollege 1g a unit of the University: System of Georgia and
_is§gqvefhed by “the Board of Regents through the Chancellor and Staff of the
Central Office of “rhe University System. Details concerning the geperal
policies of the Bcard of Regents are published periodicélly in the golicies,
Board of Regents, .University -System of Georgia. Information regarding policies_
adopted for particular institutjions or the exact wording of a specific policy
is contained in the official minutes of the Board. These documents are available
to:the\faculty*and staff upon request, - ' ' '

i3

, , The College also is governed by statutes which have been approved by the

.+~ + . Board of Pegents, These statutes contéin.official statements of general policy,

. rules, regulations, procedures, organization, apd governance at West Georgia

- College. The Board of Regents retains .the power to modify, amend, .or repeal the’
‘statutes bfuthg College. Copies of the statutks may be obtained from the Office
of the President or from the Executive SecretAry of the West Georgia ‘College
Senate:., 4 o . ‘ s

_ A-cogy_of.the organ&gétioﬁdiféhart of best Georgia College has been inserted
~» into this handbook. R g0 ' : S -

& . ‘ K y
- .
S

, -This handbook is a compilation of general policies and‘procgdures which . :
.+ affect the professional_act}vities of the faculty and staff at West Georgia College. -

T . The forma;.of this hahdbook is désigned to acc¢mmoda€e readily changes in
content necessita;ed by changes im policies and procedures. - . o , -

v
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I. GE‘NERAL‘ PERSONNEL POLICIES;ANP-PROCEDURES

.

~

Appolntment and Reappointment (Article V, Secticn 2, WGC Statutes)

1. General A /(—- ‘ . T

All appointments‘znd reappoin*ments of, members of the Faculty shall'
be made by the President of West Ge¢rgia College with the approval
of the Board of Regents. Recommendations for positions on the
Generzl Taculty will ordinarlly originate with departmental chairmen

‘ and” shall be. presercted, through appropriate, deans or directors of

activities and then through the Vice President and Dean of Faculties,

" to the, President for his consideration. \

.

2. Appointment. ; ~

Every appointment shall be made solely on the basis of merit
and the special qualifications of the individual-for the work,
demanded by the’ p051tion. For teaching faculty, specdial considera—
tions shall be given to: the cadidate's- teaching ability; his/
her research ability; and his/her achievements; his/her success-
ful experience (this must necessarily be waived in ‘the case of

beginners otherwise qual:fied), his/her desirable personal’ qualities,
judged on the bas.: of personal *interview; his/her complete biograph:

ical data; his/her recommendations; and his/her general usefulness
or prbmise to the College.- ’

*The appointee shall be given the appropriate teaching rank
~ according to the criteria outliged in Section I-11, Policies, ,

' Board of Regents, University ‘System of Geergia andcthe Policy
Handbook, West Georgia College. (See "Criteria for Promotion
and Tenure" in this handbook.) Department chairmen, deans of
schools, directors of activities, and other personnel authorized
to recommend initial appointment of faculty members shall-be
responsible for maintaining equity in rank between faculty being
employed and those. already serving

It shall be a condition of the initial offer .of employment
that such employment is contingent upon receipt of official
verification 0f all degrees claimed

Completion and signing of a security Questionnairé by each -
employee of the University: System of Georgia shall be a condition
of employment. All copies of security questionnaires shall be
.filed in the office. of the Board of Regents and no copies thereof
shall be kept at West Georgia College.

All employees of the Universitv System of Georgia shall he
required to take and sign loyalty oaths as required by the lzws
of the State of Georgia. The form of the oath shall be as pre-

.scribed by the Attorney General of the State of-: Georgia and the
Board of Regents. a
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(L. A, 2 continued) ' . i -

The President shall send to the Chancellor the name and - i o
. _ ‘biographical sketch of any alien recommended for employment.. '
. ‘ - The President shall also sendto the Chancellor, with his/her
\ ; " recommendation for thehémployment of an alien, a certification_ R
| S that a thorough investigation has been made ahd it has been - -
: determined that there is-no qualified citizen of the United
S States available to perform the servicés desired by the insti- S
, ) : tution, Cognizance shall be taken of the 1955 Laws of the '
. " State of: Georgia (page 383) which provides !...that any insti- N }
' tution of the University System of Georgia may employ any alien "
who is attending such institution as a student, and any instdi A
tution may employ an dlien for a period of ‘time not to exceed . I
one year, ot enter into exchange professorship agreements with
~institutions, foreign or otherwise, where aliens. are involved
, for a period of time not to exceed one year...." If the °
“ President desires to continue the‘gmployment of the alien
: ’ beyond the first year, he/she shall request the Board of
: S Regents to authorize his/her continued emplovment. The -
L ' " " Board-of Regents may, if 4t sees fit, authorize reappoint-
» ments of aliens on a year to year basis. (Section I-15,
‘ Policies, Board of Regents, University System of Georgia). *»
The basic criteria for the appointment and promotion
of faculty, at West Georgia College shall be appropriate
qualifications and performance as set forth in-the poldicies . v ’
of the Board of Regents. Relationship by family or marriage
shall constitute neither an advantage nor a disadvantage.
- ptovided the individual meets and fulfills the appropriate
University System appointment: and promotion standards as,
set forth in those policies. No individual shall be er-
ployed in a department or unit under the supervision of
a relative who has or ‘may have a direct "effect on the
. individual's progress, performanca,'ﬁr welfare. For the , ‘
’ purpose of this policy: ‘relatives are definéd as husbands D
: ) and wives, parents and children, brothers, sisters, and -
- in-laws of any of the foregoing. (Section I-2, Policies, N .
A Board of Regents, Universi;z,System of Geoggia) . e
™ . % & vy

3. Reappointment

-

All tenured faculty members employed under written
" contract for the fiscal or academic year of three quarters
who do‘not wish employment with the College for subsequent
fiscal or academic year shall give written notice. of their
intentiorr to resign to the President postmarked no later . “u
than February 1 immediately preceding the expiration of the
contract period

] -

On or before February 1 oﬁ'each year and immediately
_preceding the expiration of a contract period, the President
shall, in writing, advise all non-tenured faculty members
and other non-tenured personnel employed under written
contract (except those who are in their first year of
‘employment) whether an employment contract for the succeed-.
ing academic year ill be offered to them. Such written -
. & notice shall be delivered by hand, or by certified mail,
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(I.-A,3 continued)

5~ the expiration of their contract period. < a

Q\\\;/// b..;Teaching,effectivenéss : - _
S~ Servicd to éhe'depa;tment and college

- . -

. o ‘ . ‘ /
4 o be delivered to the addressees only; with receipt to
’ show to whom and when delivered and the address where.
delivered. P ' e

-
g

.Non-Tenured faculty members and other non-tenured :
persennél under written contract who are in their first /
c%ptf%ﬁt pericd of employment, shall be notified as - S
-aforesaid on or before April 1 immedlately preceding !

—— : »

Non-tenured faculty and other non-tenured personnel” .

‘emp Lloyed pnder'wxitten contract shall be employed only

for the term specified in his/her contract. Subsequent

or future employment, if any, shall result solely frpm a p
separate offer and acceptance requisite to execution of 'a * . \\\( S
new and distinct cortract. (Section I-6, Policies, Board ' "
of Regents, University System of Georgia).

3

-

Criteria and Procedures for Evaluatiné Non-tenured Faculty‘Wifhin%Depaftments'

or Areas when Faculty is to be Reduced Because of Financial‘Exigengy-,

1. Criferia S o

bd

< . . - ‘ o .
The following criteria are to be used- in determining the comparative

“valye of non-tenured faculty to a department or area in order to. determine

which faculty members will not be rehired when facuify is to be reduced
becausé of financfal exigency. .The first two are clearly inter-related
‘and‘most important, The others are of lesser importance.

a., Departmental—{area) needs .

c.
} . d. Professional growth *. 1 ST K
\ o é."hc?deﬁic achievement | b - *
PR TN £, ‘ﬁumber of academic years of service to the institution
\ g. Sdfvice to the ccmmunity v

Definitions of criteria b,c,d,e, and f are included in the promotions
document. . ) L ’ )

Each spring quarter departmental needs are to be determined by the department
chairman in consultation with fadulty members-ﬁho,shall'aSsess‘the effectiveness
and value of each program or course offering td the department .and college.

Each spring quarter the supervigor of each of the "other" areas will cénsult
with faculty membexs who shall assess’ the effectiveness and value of each fumction

of the ared to the drea and the college. L .
-, 7 ‘ : . . RSN

.-~. 8

Py
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2. Procedures . "'. o . 'J - . o/ , e ‘
‘a.. Each departmeﬁt or area shall décide in the spring of each year
on the consultation procedure to *he used 4in the event that At is
necessary to reduce faculty for financial reasons.

L2 4 N ’ -

. 4t the time that a department chairman or supervisor is informed -
that a staff reduction for financial reasons is fhecessary, he/
she shall institute ‘the following procedures.

The department ‘chairman or supervisor shall provide

copies of each non-tenured faculty member's curriculum =«
' vitae (defined in "Criteria for Promotion iand Tenure"

in this handbook) to the_appégpriate persons. He/she

shall also provide those pelsons with 2 copy of. the

o ' " statement of “the departmental jassessment made in the .

' \ N
The department chairman or supe;visor shall consult
with members of the department %r area (in the manner
decided uprn by the department or area) to evaluate .
each non-tenured member (except himself/herself) : .
according to the criteria. The consultatién shall
- culminate in written evaluations of each non-tenured
faculty member; each evaluation shall be signed or
. initialed by the department chairman- and the person
- o : naking an individual evaluation or the persons making
. a collective gvaluation.

i

preceding-spring. - B .

EE . .
) : The departmeat chairman or supervisor shall prepare
’ an abstract/of the evaluations, noting both the. e
strengths d weaknesses of each person evaluated,
and shall also prepare a ranking list of the non-
‘tenured faculty of the department or area.
- . The abstracts and the ranking list sHall be forwarded - -
- ©  to the dean of the, school or the Associate Dean of the
e Faﬂulties. \
The individual evaluations from which the abstracts
were prepared:shall not be destroyed until final
.action -on the reduction of faculty has been effected.
c. -Persons whose contracts are not to be renewed because “of action —
*  taken under these procedures shall be notified of such non-renewal
_ at the earliest possible date. A person wishing to gsubmit an appedl
- or to institute a.grievance procedure pust do so within ten days of
notification of non-tanewal. If a person appeals ard is rejected
and wishes to'institute a grievance, he/she must do s¢ within five
_days of the rejection. ] . o .

»

o

d. When a faculty member teaches courses or serves in anothen department
or area than that which is his/her primary responsibility or when he/

she is on loan for less than a year; to another department or area, he/
she shall be evaluated according to these procedures by his/her home




(. B, 2 contihued)

department. In édditibn, however , the dépaztment'zhairmép or supervisor
- shall copsulr witch the department chairman'or supervisor in the other
area and include the latts;’s evaluation_;n his/her ranking. o -

e. -A faculty member who nolonger performs his/her primary function in the
department or area in which he/she holds rank shall not’be evaluated -
by that department or area azcerding to these procedufes urtil after
he/she has returned to that department:or area and served for an
academic year. . , ; : ‘

’

3. Reappointment of Faculty Who Are Terminated for Financial Reasons

a, The Collegeﬁshall maintain a list of all employees not rb~§ppointed’
~ for financial reasons. They shall be listed by service area and S
functipn or by department and area of speciglization. '

'b. When positions are reinstacéd in an area or department for which released
faculty members qualify, they shall be offered the position and given
a reasonable time within which to accept or decline it. '

C. Procedures and Criteria for Employment, Promotion, and Tenure

1. Foreword ] i T
These procedures are designed to. place the réaponsibility for Beletting'tpase

- persons in thgocollege best gualified for promotion in rank or granting of
tenure withingiae purview of increasingly larger units of the college.» ,

.

Thé number ofs faculty members who advance in rank and the rate of their

o ' advance are dependent on a mumber of factors, several of which are beyond v
- ~"the control of West Georgia College. The external factors include the
following: - - - : : o
. . . . /u’____,/ . ) - -
~ The Board of Regents, who must maintain a sound and
L ’ " equitable structure within the University System;
, . Financial appropriatiois;

, . Appointments of new faculty members and resigna.lons or
. oo ‘ retirement of faculty members within departments;
. Availability of applicants with advanced degrees and/or

. -superior experience of recommendations.

. Beyond these factors, advance in rank shall be controlled within the College
by an anniual promofion recommendation system whgse purpose shall be to
promote the most competent faculty members availgble to the advanced

- ~ professional positions that have been approved by’ the Chancellor’s office.

The annual promotion recommendation sysiem shall, alao'contrql the granging
: of tenyre. Tenure.shall be“extended to recognize professional achievement
. and serYice and also to provide an element of job security.,” °
. . : > - . ¢ ’ i .
N The annual promotion recqmmendation system shall be administered according
. - to the procedures herein established. :

- . X Y

-’ ‘ 3
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-
.

All actions taken according o the prccedﬁxea, whether by the committees,

the vice president and dean of faculties, or the president( are in the form

of recommendations’to the next higher authﬁrzty and are, refore, subject
to review by that higher authority. -» . -~ .

© Procedure B - T . o
° . . ° - ' @ :"‘

BER faculty memher may bhe su&geaneﬂ for ?rcmotinn or granting of tenure

by his/her administtative supervisor or by a colleague, or he/she may nominate

‘himself/herself. Any faculty ‘member whose name Iis suggested or who belleves

himself/herself to be fully qualified for promotion or tenure ag-assgistant
professor in accordapce with the criteria estab;éshad heérein and who desires
to be considered shall submir a dossier, crganized according to the four

specific promotion criteria (which shal¥ also govern granting of tenmure to

assistant professor), to his/her department chairman or ndn~teaching faculty
supervisor. The dogsier shall include clear” identification of the two
specific eriteria cmnaidered notaworthy (gee “Faculzy Rankn~ﬂritﬁria“ in this
section of the handbook), , : ;

a, Frrmation amﬁ ﬁaaratian of Facdlty Promotion and Tenure T e
Advisory Committees , T .

A Fa culty Promotion and Tenure Aavi&afy Committee shall be ebzablishgd
in each school of the c¢ollege, and one such commitzee shall be esta-

blished from those halding faculty rank who are net assigne4 to a school.

In each school the dean shsll be resgensible for the esta-
blishment of the committee,"and he/she shall be its chairman,
The committee shall consist of thi dean of the school, who
will be a non~voting menber, and such members as shall be’
salectad by the faculty of each schoel by whatever means ‘the
faculty of the school or iis representatives . shali detedming.
¥o faculty member shall serve on the committee during. a’year
in which he/she is being considersd by the committee, ‘o
. department shall have more than two mambers on the Lamﬁ‘tta@. o
A
The assoclate dean of faculties shall. recammaﬁd te thaxvicq
president and dgan of faculties the areas Lo be represented
on the non-teaching faculty committee. ThHe commirree shall
conqist of the assoclate dean who will be 2 n&n*vatzng dﬁmher
whairman, and such menbers as shall be selected by the )
4 faculty members invelved by whatever means they shall éetexmine;
Each commirtee shall meet ot the caii of i%ts chaiman. A: the
initial meeting the commiitee chairman shall review the qualiﬁi¢a~
tions for each rank so that all members will be aware of rhe specl~
£4% criveria necessary for promotion or tenure as sssistant pro-
fessor. All dossiers submitred shall be reviewed by 21l committee
members prior to other meetiligs. Department chairmer »v super-— v
visors shall see that all dossiers are organized unifarmwv ac-
cording to the four crireria specifieé

‘e
N

C e
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by the wmit&m ﬁﬁzmzm L’wm &mwﬁsmg He Qﬁﬂdiﬁuﬁ te and

"';; veming eit b sfh&f aan&ii&m; b IRE . "
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.. each candidate. . v
~inform each candidate of Wis/her status. The deans and associate - -
- dean nf faculties shdll-alse forward their statements and the wvice

Coples of the atanemente shail al&q %e 9iaq_ed in the. candidatas

* Appeals ?rocedure

cessfuls candidates mgy submit in writing an appeal for reconsidera-

.tion through ‘channels to thé vice presfdent and” dean of faculties:- o
- They_ shall include such additional data as they think pertinent to
) T‘ne promo'&ion committe.e of t:he appropriate school or -

‘ fﬂeir‘case.

. w'

-

»

The Co &i&zeﬁ @hﬁirmaﬁ shalk ﬂnhmia a list of the naﬁeg
of, those ﬂﬁmiﬁwvgg to the vice presfdent ond dean of
tacﬂlties. The ngues of those :scnmmﬂnded Eor Promo=
ticn shall be ‘arvanged by s-ademic rank‘ an additionsl
1ist shall coneist of the names of those recommended
For grancing of tenure as assistant professor. 'This
chatrman shall npte the percentage df the pessible
poine whieh gaeh ﬂaainaa reeeived jn ahu vobing .

. 5.

-~

T dossiers of Ehose ayprﬁyed by the c@mmiktee 5h311 b&
subedteed . with thm*recar:&
K’gxg&airmam of aach @@nmittaa shal’ iuciﬁde wtth the
&@Jﬁi&f& a gkﬁtamﬁnt Wn hiﬁ!ﬁﬁt own ree@mmendgtib&w

C ¢ .

LY

h?h& &@mm&ﬁtﬁh ehaixman sﬁail gxepara a. starement for eaeh

- gandidate nat sea@mmgn&eé-infarming hinfher. of the areas in
#hich she cﬁmm;&tea beldeves addicional’ -effort should be |
-prpended in order that the gandidate shall be adjn&geﬁ Betber

qualified when again considered for promotion. 'This statement
shall be Forwsrded to the candidates at the sawe.time as state-
wents from the vice ﬁt@ﬁiﬁent amd d@an of zacalﬁies are seq;
{as §r@viaﬁé b@&ﬁq}a

c oA
°

- -
-

'Thé vice ?ﬁﬁsiﬁeub and éaﬁn af facuities ahail campate the- qualificatieqﬁ L
of the people recomaghded s ravealed byrﬁhﬁiggdbﬁsieg and by thedx.

positien on the vanked ;1qt§ p:avﬁdeﬁ by the
‘shall th
vesident,

vigory aammitteea, The
dacide which,aanéi&arms
Wie'uhall then nu:ify

vies gresident and desn 6f facultiyg
he will recommend favorably td the

- the dean of. each &cheni and the asapci.te dean of faculties of his
 decisions. .

Ih addiridn, the vice' presfdent shall jrovide & statement

for esch additdonal uiduccedhfnl cindidate (those cafididates whom-the

vice president and derm of faculties has:decidaed ot to recommend ‘te - -
the president for pramctiaﬂ or- tentre) iﬁkaxming him/Ker spa&ifiaally»f“
#f the areas in which additional effort should b8 sxpénded in order R
that the candidate’ sﬁall ba. ad}udg@& better quaiifiaﬁ‘whan again aan«L'V
gidered for prémotion,

The deans or wath scheel and fhe associﬁte &ean cf faeulties shaLx'
notdify the departuedt chaiman or arga supervisor of the statis of
The department chairman in turn’shall imediately

president and daan of faculiies? statements to unsuccassful candi«
dates through the same ahaﬂmelﬁ,

Y -
-

personnel fnlders.,

-
»
-

"

Withigr ten days éf notificatiqn’by the department chafﬁggn, unsuc-

e AT,

‘i

v
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CrbRy avda; if i@ ie their re sicmmendation which 18 ‘being appealed, .
full wdeon cidkk'*nu zdnasdare ﬁ“me*xza in relavion to the merits
ef thepe rawﬁmmcwn&i ot premefion of tenure to the extent desired
-bg ﬁhﬁ simple Majevivy of committed members, They shall then vote ,
L BECLEAD 2oa, and the awa**m&n shall fo¥eard their re:nmmenda~
:*wn and fﬁm ﬁﬁﬁﬁ~ﬁ1& of-al AQQExzdnEa Tt the vice Qreaident and
ﬁﬁﬂﬁ ¢£ iuwuz* : 5 o, ?_

L

@

=

I

1-

- e ] - R a L
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The “gae ptaa &w i znd gesn of iuuﬁl*léﬁ shall revsevathe adviﬁory -
: tees' recimnendationg, the dossiers of all, candidates who S e
8 ied. the sommirsees ' o) vedommendatio ong and ‘the recommendations =
©oonoappeals of the prowsgion advigory lommir~eer, snd such other OV
. material as hefshe things pereinent . To atd him/her Ancreaching .
desseions, b/ she may alsy sonsuls, with“éiaint&reated persong of
"hisshéy chosce. Ha/ehe shell then recommend .ro thé president
those imnulﬁy menhe s considered Lo be fully quaizfied and daserv»

;ng af pvcma*wun or tenpre, as rha zase may ba . . 7

2r. 4 veview wf the xﬁzmmmendatzenq of zhe iaﬁulty p*vmotion

advisory committees, recomendatisns of commit tee chairmdn and
:twﬁz: &n«i*men, and of the vice pressdent and dean/oi‘faaulties,

iV 4 decisions on appeals of ,+he vize president an&'dean

ﬁz zacu¢zxeﬁ, the president shall recommend to the Boaxm ¢f Regents

those faculty members the. president 3&&333 fully qualified and dem'

. serving of pr»wn*iwn O tenurg, as the zase. way be. X :

,ﬁ; z*am&nz noin Fuﬂ%i'y R&ﬁk o & ﬂambaz of the Admiﬂlstragiva Staff .

Any ncwuer af tie aﬁ&;ﬁi testive, srelf wha halds faculty rank in a
ze%uning Area and who wishes to be canaiéeved for promotion or who .
is vetammended for promotion shall submit a ‘déssier to the chairman
of the department in whith hesshe holds rank., His/her application/
ncmznaticn %h& ‘1 be t&na*ée&ad tuder the p*aceduras herein presnribed¢

TR d»‘\'
£ Granting of Pazmaninx Ienu*e aiter ?zﬁbat anary ParLed \& =

Eaa& fdunlz} member hx*eﬂ a4s a professgr or associate professa% shall,
during the spring quatter 2t his/her second yaar, be evaluated by the
faculry ptamsti@n advisorty committee of his/her school vr dOther ereas
in the manner prescribed for aamlnees for prometion and hisfher can~
d‘daay for tenuve shall be voted on by the committee. A two/thirds -
majority sva+1 be newegsary for tec smmendaﬁzon for renewal of\hisiher e
fourth year eatzast. . S T '

[ 4

Initddl Emplaymant . .

The same zriteriz eLabaf"*ed Jbelow fcr each faculcy ‘rank shall be
applied when aawulty are imazially emplwyeda Depatrtment chairmen
and/eor depa:tment persconel committeeg shall be responsible for Co
maintaining eduity in-rank between t¢au1ty being employed and those
already serving. If problams of rnitial rank arise, they may be

brought befete the apprgprlase &che &l ar non~-teaching prcmotion SR
advisory a mmitxee. - . - S
s o ’
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| , §r_fFaeu1t§ Raﬁkreﬁriteria S s e
- a.: Time Limitgerromstion . '

. :
“An Insrructor ‘may serve in rank a msximum of Ffive years. He]she should : o

. be considered for promotion 8s. 8000 a8 he/she has met criteria for ‘ R

/'qusistant Ptofessor». R . e ; : ' T

j'ﬁ;An Assistant Professor shall normslly not be considered for promotion / el

. to Associate until his/her third year in rank at West Georgia\College, R

. 7 7| - héf/she must be consideredxhring hig/her -£fifth year. If rejected at = - L
N . ‘that time,, he/she must be considered again no later than his/her seventh e

© | -year.” If he/she is:.mnot promoted by ox during his/her seventh veay, . 48 L

° assistant professor or his/her tenth yrar as instructor and assistant

profesSOr, he/she shduld be granted {enure 8s an Assistant Professor or o

© Aot re-employed. A feculty ‘member's receipt of tenure shall ot preclude e

. his/her future consideration for pﬁomotinn.v :

o The time sfter which a feculty member fust be considered for promotion -
to associate profsssor or for the éranting of tenure shall be counted ‘,-‘~ .

- froem September l, 1971, or the dste of employment, whicheVer 1s later. s

_ An Assoclate Professor shall noxmally not be considered for promotion x
X T to professor until his/her fourth year. An. rank. L N

L ;~_ b, Time Limits~—Employment and Tenure: o~ N

Tenure of Professors and Associ te Profeasors shall be permanent When -
 a faculty membars first commection with an-institution is in the capacity -
# of a professor or agsoclate professor, he/she shall serve on 3 probationary
°* © -basis for a period of three years; he/she shall, during hle/her second
Lyear, be. evaluated as prescribed in section 2 f.. . .

. ‘ EENRY

The time after which a Faculty ‘member hired ag sssociate professox or ,

‘ professor must ‘bé evaluated as described shall be counted from September o

. . 1972, or the date of empioyment, whichever is later. - R -
v Assistant Professors may be considered for tenure during their’fourth

year of service. S : o . . z e

. . ‘._*‘; ’ - "’ . 4 . ‘ ‘ - . e .

, o = rAppointments of. Instructors shall be on a year7to~year basis and no f‘
' L teacher shall serve with ‘the rank of instructor for a‘period longer\, N
L o than five years. ' . . L s . S

o . ) o
.

, (Board of Regents Policies P 139)..-‘-’ St L ’ LT :‘1@‘

L e Specific Criteria o - K NN BT . -
* Four criteria are preacrxhed by Board of Regents'Policies, P 118
e ‘Superior, Teaching, Cutstanaing Service to the Instltution, Academic ] R
' B Achievement, and Protessionsl Growth and nevelopment + According>to . v A
L ? " Regent's Policieb,. NOTEWORTHY ACHIEVEMENT should bé ‘expected jin only: ~ '

: . two areas, For employment or promotion to Associate Profesgor or

Professor, one must have demonstrated SOME ACHIEVEMENT. in. all four. .
* areas, = For non—teaching personnelﬁhot assigned to.'a school, out—. L -

o . .standing fulfillment of duties shall be the criterron)ﬁpplied rather B }i
Q.. than superior teaching. . . s - o
———ty . . T ! . 1 5 """‘ Lo . ﬁ, - ° - - .. o :o
T ~ =0 (' - ) o

. . . . . . R
v Vo . o N .
L . . L. . o - .« '® . - . . » .
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: v ‘ : . : . . ' - ¢
?elow are outlined snecl‘ic iINIMUﬂ requirements by rank 7ot meeting
each criterion* 0 e : ‘

.To'Be~Emoloyeéeas“IQStructor' -
. » 9.
1. Teaching : - If no teaching EKUELIEHCES, notential for |
: : ler ectlv‘= ‘teaching as révealed by transcripts,
3 recommendations, aud personal interview. If
ﬂ,;e:?M, expeflenced, evidence of effective teaching‘
R . as’ revealeu by- recommendations.

.I

- : T S

Service to'Instigution jiotentia’ for student counseling, community
’ o , ‘service, committee work, skill in handling .
’ teaching routines- or-other professional 1
dutics, and for proper ethicaliIEIafionshipt_
3. A uq : i ' Waster s.degree .with plans for further
s A _ L " academic advancement,". Exception may be made’
- " din fields where recognitios, and achievement
are of ‘more significance" than rece&pt of
/degree. , : .\- *

~

n

4. -Frofessional Grththir . Definite plans for. continued professionalx

. and Development - study ang potential for involvement <4n
. o - S !professional;activities.'

/T‘ -

& Be Employed As or Promoted 0 Assistant Professor ;

l, Teaching .- . : ," Same as Instructor if prospecfg;e employee. .
S . Tfmeing promoted demongtration of superi-
o 'j o 4T teaching as evidenced by evaluat:Lon.2

e

. " Service to Institution Willingness and availability to counsel
’ o N students, beyond mere-advising for regis-
tration and classroom contact. Potential ° .
for or interest’in chumunity work. Regular
-attendance and some ontribution at com-—
mittee meetings.  Willingness and. skill
in handling-teaching outines and neces+
. sary peripheral‘duties. Effective advise-:"
" ment of student rganizxtiqns. Maintenance
of proper-prof TIomal grhics,
3. Academic¥Achievement . ALl work for the doctorate except disser- -
o ¢ tation ip areas where Ph. D. or Ed.D. is
. o o appropriate “or, in other _areas, significant
<. . _ 9¢ential in’ specialization.

- -

4, nProfessional'Grthh ‘ Membership in reaional profess1ona1 orgaﬁi—_.»
s R - - zations.'. Continuous study or research or .
'-creative work: . : :
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. (L. ¢, 3 continued) T - o S S T

To Be Employed‘As or Promoted-to Associate Professor

s A 1. Téaching - CL : If no. college experience, potential for - -
v a e ) ‘ . S supef?or teaching. If expetienced but : l
. L <i; oL new employee; evidence of superior teach- 7 §
: - ing .as revealed by recommendations. If T

‘being promoted, demonstration of superio}

teaching as evidenced by evaluations.® T

2. Service to Institution - Recognized success as counselor to students.
: 5 . 4 Demonstrated interest in community activities.
i ' - Interest in committee worl: demonstrated by .
_ - .t regula¥ participation and contributions. . ..
R #,- . Willingness ang- efficiency in handling - L o
T ‘ " teaching routines and necessary peripheral B
‘ L . . duties.. Effective advisement »f student .
s "_»"“ o , organizations. | .Malntenance of proper pro—
e o .fessional ethics.-'

.o, Ve e

; Doctorate or extraordinary recognition and . | .
L ‘achievement in specialization. Where ap- | ' ;
. : S | prgpriate, .a second Master's degree or - .- A
\\\ ‘ S other study may be considered in &ieu of, S

.

a doctorate.x

.o

o 4. Professional Growth Lo Continuous study, formal or informal.3 o

) ‘ ‘ o "+ Participation ¥n professional organizations.

. : : i Demonstration of research or creative work.

RS . | -+ . Local recognition in area of -competence.

e o < T Ao e T S - ' - i
SR gﬁ'sf¢/ : T V. S AP N S

' To Be Employed As or Promoted to - Professor I i T
. . Lo ’ b %

iy Teaching o j T Same as for’Associaté Professor. :

. . - 2. Service to Institution» Q'Skilledﬂln working with committees ag
‘ ) : <L ‘evidenced by roteworthy contributions.
- T - = .7 77 Sucess as.counselor to stydents.. .
) R nEﬁﬁectfye advisement of student organi- o
’ L B ‘zations.  Participation in’ community
: : - . activities. Maintenance of proper MY .
R ;,(profegélonal ethics.lp . . : I .

K o 3. Academic Achievement\;?lff Same as for Associate Professor. S .

3

- : : ~

4. *Professional Growth - Continuous study, formal or invprmal.

’ ) o Significant participation in state,,
, : * . : ; “\regional, or national professional B

- : T o organizations. . Continuous demonstration '

' ' o R .- - - of research or creative work.4 State, _ .'+

_ ‘ ; ' 'regional or national recognition in . N

v ‘ N ‘/ ‘ ' area of compepence.

}
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To 'Be Granted Tenure as ‘an Assistant Professor VA
: . = 20 es :

"\ .
| . . o . . . ) . ! N . ) ‘ .
“HW L. Teac &ng L game as for Associate Professor. )
- ’ ) C - ’ ‘ :-" . .
L2, Service to Institution. . Same as for Assoclate Professor.~ R
- o, A 3. Academic Achievement and Either S B Y J:
o l Al Professional Growth . (&) Doctorate or- extraordinary
- L 3 s / IR 3 o . - recognition and achievement
5 '4._ ‘ . o o . N

G

% in specialization. Where
approoriate, a second -Master’ e
. degree|or other study may be

e T . . ) . Or e ) ' ‘ ‘ ,;2 _J
B e ' ” \. (8) _Contindous study, formal or
el o B s . K informdl.3 - Participation ins
- ST - ... Pprofessional organizations.
J o . ot N Demonstration of- research or . *°

- , s ~ creative work.#4 Local recog- .
: W S oo . ‘ L uition
R R SN i L I . - S ) . 4 3

o 5

o A . O
‘Explanatory Notes. oo S a o

. e
R

1See AlA U‘P. statement on professional ethics inf"Acad

-

2See sectlon 5 for 1nstruments for evaluating teaching.» ' , o
3Professional.growth may 1nclude the following (a) setvice on statewide, _
regional and national committees, panelS' (b) attending updating workshops, seminars,

~ _  short .courses, institutesi (c) state, regional, or national

offices or executive T
positions in leatned or professional societies;, (d) travel felated to one's particular
field of teaching and research.

(Items b and d may also saﬂisfy part of'Criterion
Number 3--"Academic Achievemeqt ")

I

.
A S
-

4Performance or exhibitions before state, regional or national groups.
.~ Publications and’ papers presented before learped societies or meetings. Pub~-

and- 1dentlfied by the department chairman in the candidate's“dossier as to
their significance asg contributlons tq the particular discipline.:
¢a) Books and memographs, . .. - .
. : . (b)"Publicatlons‘and papers, reviewed before acceptance,‘
A R (c) Abstracts and reprints (e.g., an: anthology),~

_(d) Publications and papers not reviewed _,x, - )
'(e)ﬂ Journalistic (poplar) writings. - ) :

v . Creative work should also be evaluated by the candidate s department chairman or
. some faculty member of higher Pank and récognized competence in the same artistlc

%

. . *;
\ . " 4 .‘ N ) . . .

u . . | ..ﬂl : ;t i .; ]_f% : - - ” ._v;

consid red in lieu of a doctorate.Y

in area of competence.s,; -

. emic-Ereedom,'RespOnsibi;ig, @
. 1lty and Professional Ethics" in this haﬁdbook ’ e o : -

.licatlons and, papers should be listed and separated in the following fashion R

e
R PEN

. )
area. e
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: 5Consulting, conductiug Workshops, speech—making or performing 1ocali} S
/ (businesses, public schools, civic clubs, churches, etc. Y. In these activitles
I 2 is assumed - hat the -faculty member is utili21ng his area(s) of competénce

' as an- extension of his research or classroom teaching for the benefit of thOSe
who would norma 1y not have access to regular classroom instruction. -

v GConsulting, conducting workshops, speech—making, performing for businesses, g
public schools, civic clubs, churches. etc. Indication of one's recognition as .
as expert by. other academic, buginess or professional people. Could. be démonstra-
.ed by invitatlons to be¢ on program of scholarly or professional meetings .- (These : .
‘and . certain’activitie/ under "Professional Growth" may also be considered as evidence :
. of Criterion Number 2*-"Service to the’ Instltution.") S e . -
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"4, " Curriculum Vitaeﬁﬁ » >
) L P “ . .:
* Tre curriculum vitae which is to*be included in the- d0851ers of cand1dat¢s
for promotion or tenure as assistant. professor shall follow this format (which .
s arranged to coincide with the four criteria defined): PR, ,
e T S : / ‘
; - - _Name T g v )
» .Yt .. Date - o C
Teaching (or work.experience for’ non—teaching faculty): ' A '
Date ‘ . Title ) Institution. and Department ‘
N h . i \) ) \'; / - » - ],\
Service to Institution: N LT : Low -
ommittee membership: T : T . s
ounseling experience. - T - o _ o ; =
~ Advisement of student organizations:, . A o g
- Participatien in_educational activities: (talks to high gchool classes or Beta' N
‘clubsy judging of high selygol achievement tests, leader or mémber- of _ N
seminars in field %f“interest or in general education, leader or member )
o -of discussion groups in field of interest ow in general education) -
Particlpatlon in community activity -
L. ! .‘ v T .. 3 - ] ;: ’ /5 ' o i o - 1\
 Academic Achievement: T Fa
Degree - School, R T ey Years, of
P ":.i'.; M . | | ' ‘ ‘ - . . e W ,t; RN o _
MiA. Thesis: : " e TR oo ‘ .
) e S o, . - . T . } L oy
~ .Ph.D. Dissertation;' o T o : \\,t' | A
7 ,‘-.‘ : . « . 4‘ ] . \", ;
- Honors: ' ' i . ) J N
Professional. Growth . A ' Ce ' s ' ’ .
Membership and offlces‘in scholastic honoraries. ’ o ‘ Ly LT
" Membership and offices in‘professional societies: h o
S o ‘ , _ . ' e ST .
*Publications: ° c o S - _ S
Papers read: L e e o, - _ , ) -j f
4. - ‘ . | ‘ ' ‘ ’w. ' .v -, i / - - i
. Editjjships: : i \ . . ' /
EM - ’ S - . A ;
Work’ in progress: S S C i
. - . i e B . , ;,
s ¥ - . ) {: P ’ ' .t"‘ . ’ PR . [ . ) .
Listed in directories: R ' R | : ! /'~

S -1 ¢ B
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E 5. Evaluations = =~ | T ) C o . l'o .
- ; valuation of a faculty member's work should be continuous inasmuch as - ..
e‘aluation should aid a faculty member in becoming more effective in- the per- " . AT
. formance of his/her duties as wel as offering evidence for promotion add/br A
' . tenure. - - . . , , : ; ‘ X

. . . ‘ . i
- o . e/ e i

- Although svaluation of classroom success is necessarily somewhat sub-
" jective, three modes of evaluation can to'a significant degree objectively -
measure teaching effectiveness: self-evaluation; evaluation by the depart- ,
. ment chairman, and student evaluation. BecausegWest Georgia College believes o
_ ‘that teaching is the most’ important function of a faculty member; the fOcus
~ " of evaluation instruments Shall be on teaching and related duties. ;$ ' ,

" The instruments of evaluation are.standard forms for all departments, Tl
.but any school, department, or-area may add questions to the self—evaluation .
A form,or-the department chairman's form which make the forms apply to the
T unique qualifications of the specific area. In addition,'a ‘department or L
. area may devise, administer, and tabulate the results of an evaluation form : .
- which is -especially applicable to the specific area, The department chairman - o
shall include-the results of such an’evaluation ‘form in the dossier of each
department membey being onsidered for promo fon. In place of’ the standard
forms, non—teaching a eJF may devise thelr '* forms to evaluate fulfillment .
- of duties. : , : v

o

- ':‘( . ‘

“ Student evaluation forms shall be an official part of the administrative

evaluation process. The evaluation shall be private and shall be puplished )

« - only with thé agreement of the faculty mamber; .. ‘The department chairman's . L
evaluation and the self-evaluation in company with the published or unpublished
.sthdent evaluation shall be in the department chairman's care and the cumulative
file shall be available. only to the faculty- member vhis/her department chairman,

* schonl dean or area’ supervisor, the-dean of academic affairs, the president, and .
the Chancellor except when the faculty member is being congidered for promotion
or tenure. When the faculty member is being considered for prometion or: tenure,”,
the entire file shall ba made available to the promotion advisory committee. If

- the self=evaluation and department chairman's evaluation are comphtqrized, code
- symbola shall be used to insure anonym;;y. ‘ . ;

-

i

Copies of the forms, for self—evaluation and the evaluation by the department
. hairman are given on the next -pages. . ) .
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Ao . WEST GEORGIA COLLEGE
SELF-EVALUATION OF TEACHING METHODS AND EFFECTIVENESS

o .
1

- (To6 be submitted/pb each member of the teaching facuity at the close of the Spring
Quarter aﬁd at the time he or she is being considered for promotion. The 12 months .
immediately before the date submitted are the period to. be covered ) .
Name of faculty member * L i} "Date
Computer Code Symbol ' -

a

”. .'_' v" - ' . .
' - " COURSES TAUGHT . N

.,
Course S e N ~ . No. of
tr. " No.. . : "Title - Co : Students -
E's,_ . . -
7 i 1 : ) K
- - I3 . N N - S ; '/ - » A
M A T . fo“‘\ g
J < = * )
- ' w S J‘ s

4 b A Y -

- o
= v ‘ - Y 2
A ! = PR

-, @ o > - —s

s B i .7 : - s
¥ T - T

" INSTRUCTIONS OHn the scale to ‘the rLght of each statement, check the letter repre—’
senting the degree of practice as explained below. If the item is appropriate for *
some courses and not for others, cénsider: the courses for ‘which spproprﬂate and note -
*courses -to which item is inappiicable on fhe back of this. sheet. Make any other

explanatory notes you consider nedessary on the back of the heet. : -
. . . } . - ;
¢ 'SCALE: A -~ ' To maximuh degree practicable. . ;% A . :
: B -~ To a significant degree. . : T .o .
. QT;- To, someqextent., ¢ o - o N
. 7 .D %+ No T e e
E - Not applicable to courses. , S .1A |]B }.C {Df| E
o EFFORTS TO INCREASE TEACHING EFFECTIVENESS : - oF a ) b 8
(1) I studied the results of the Student Course Evaﬂ -

vations for the ‘purpose of improvement. b /
(2) - I read books or articlesen instructional - ;
techniques or innovative mgthods. . . i “FK : T .
(3) I discussed instructional-technique$ or innova—‘ ' '
tive methods with my colleagues. .

l

TP

' . (4) I endeavored to ‘make. my courses more interesting ; W
. T " and effective.'( et |
EFFORTS TO INSURE- THAT COURSE CONTENT-iS CURRENT AND *, N

¥ COMPREHENSIVE‘
. (5) I rewiewed recent publications +in my field.
(6) I discussed course -contént with. colleagues
‘at’ other. colleges. y . L W]
(7) I attended professional meetings. ; ‘ : S
(8) I coordinated course content wigh teachers of - 1.

related courses, : . " v
s (9). In mult1-section~courses I followed the depart— i 15 : i
_RJ!:‘, . mental syllabus. '




N R cE - o : e . N . =
: - : . ~ . . o . . . o~ - e AN o
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‘»‘AV - ’ : “l - - A - : . V ‘ . . ‘ ’ o .
(1 G, 5 continued)\ . _ e - - o A .
EFFORT§ TO PLAN, DEsréN OR REDESIGN THE COURSES: [ A[BJC| D] E]

- (lO) I published'and distributed té each student the 1 !
: course objectives’ and syllab_.ev N ; \

(ll) I made availab e to students an outside readiag
: « 1list or list.of’ publications.

(12) I covered the knowledge points or akills necessary S N B
’ - for’ students to progress to courses for which my L
o courses were prerequisites. . ‘ L :
V\; (13) I followed my course syllabi. ' ' ',.é ' N ]

’EFFORTS TO INCREASE STUDENT INTEREST AND PARTICIPATION, o ) ; ' . B
(lh)_ I attempted-to effect student participation * ’ : . '

L and 1nvolvement. = . ]
' b‘ (15) I related the course contents to the sfudents -t : 1 :
.- - :perceived needs. - ' , 1 - . »
(ae) 1 utilized instructional aid such as films, slides, o a8 -
o : transparencies, charts, TV, audio tapes, and models . ° ’
A . (17) I utilized such techniques ag field t.ips, guest.,

. speakers,, case studies, and panel discussions to
: . o increase student irterest and~to improve~1earning.
r v .
EFFORTS TO EVALURTE INSTRUCTIONAL EFFECTIVENESS AND TO - i i
BRING STQDENT PERFORMANCE UP TO STANDARDS S : -
‘ - (18) I devised and used throdghout the courses methods " 1
s - . . to. determine the progress students were making
‘ toward course objectives.

{19) l-kepﬁ~esch sggdent informed throughout the courses
- 7 of the degree to which he or she was doing satis—

-

%% " factory work:. B A
. - (20) , I held personal conferences to individualize . N T .
. . . 7 instruction. Lo ‘ 1 "1 1 .
2D 1 required students to re—do unsatisfactory work. ' ‘
N V- (22) . I offered.extra instruction to weaker students. - - :
(23) . I made a conscientious effort to bring weaker , L : ‘ i
8 . - students' performance up to stapdard. before I . . )
w? awarded them an unsatisfactory grade. o
H
'RESULTS OF ‘MY INSTRUCTIONAL EFF@RT°
' . (24) Course ohjectives were accomplished .
(25) T increased student interest in the field. I
(26) I attempted to engender an attitude- ‘appropriate . i : N 3 !
L for the student to successfully and- meaningfully ' : ‘
R , recognize the challenges of the world arcund hin. : o
(27) I attgmpted to improve each student's written and B ' .

: oral communication skills. =~ -~ . .
i , (28) I consider that the methods used increased the o ’
- analytical skills of studenté and their ability
" to be innovative and imaginative.

% e : . : : . S 3 ot

™

#

1%

.
v :

Signature of Faculty Member

k]
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. CIa‘C;,S continuéd)‘- . - '
g vfc;' - WEST ‘GEORGTA COLLEGE L e
. e T o EVALUA‘I‘ION BY DE?AR‘I’MENT CHAIRMAN -
- . CTo he comp;eted by the department chairman for each member of the department at the - ..
. ~. close of the Spring Quarter, or At: the time he or she is beding cons*dered for S
' promotion ) L . - - .
. . ? . * . : . ) ) ‘
o Name’ of faculty member ‘ _ . " Date ]
R L - L - v -
Computer Code Symbol : . -

o ,, . ‘ . ) . . - - .' i » " - {
Scale' 4 —~ To maximum degree practicable. - _

B -~ To.a significant" degree.

cC — To some extent."g :
. : D ~ No. g ST ,
. ; : " E - Not_ applicable. i R . : e - .
' : ' ‘ A} Bi-Cl D} E
ACCEPTANCE OF COLLEGE ASSIGNMENTS (depaxtment and college) T
(1) He accepts departmental and eollege assignmants 1 bk I
- willingly.- i - o : L - | . g
. . ATTITUDE - i U ) - L e "
. : " (2) He acts in the best interests of the department and 1 . § S
- the college. o i = -
: : (3) He takes a professional attitude in human- relations L
- B .~ rand personnel problems. - R B N B
",.7 (4) His-.approach to problems is mature and reasonable. 1 .’ : o
COOPERATION d S : i : Lo o S
. - (5}:’He assists colleaguas and others with their problems. - 10 g -
~/4T AP (6) His 'suggestions and actions :are constructive rather 1T , -
: o _than destructive. = -~ = . | . : ' :

PERFORMANCE ON COLLEGE ASSIGNMENTS {(department and college)

s .. {7)  He performs his asgigned departmental duties. o ‘ 4 1.
‘ - (8)" He parforms college~wide duties (committee assign‘ e , | B
! . "_ ments; etc.) . 1 1 ,

'PROFESSIONAL BEHAVIOR AS IT REZATES TO HIS 'PROFESSIONAL’ B A 4

£13

CACTIVITIES AND THE GOALS AND NATUR""’ OF THE INSTITUTION. o _"..
(O(Department and campus) . .
o (9) < He acts responsibly‘(see "Professional Ethics," -
I1,A,3) SO & T
FACTORS RELATING TO TEACHING EFFECTIVENESS S | g

(10) - - He displays enthusiasm which vitalizes his teaching. '
- (11) He displays skill and ~«illingness te ‘advise:and

~7 v comsult with individua. students., , . ‘ ~
(12) He follows the general policies of the departmentf o
college - relative to course content, approach, E ' N

objectives, etc. _ . ) . :

L8

‘ Description of specific faculty aésignments and'serv:[cee:'
. . . L - C ) - be N B
o i T - A
1\ . Other comments: )
. . .
[:R\f: Department Chairman. c ‘ C o , ] | o

1 . . - .
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ﬁi." The Etesidanﬁ may at any time remove any’fa¢u1t3~memhar for

. substantially to the fitness of the: faculty member in kis pro-

. conviction of a felony ox a ¢

. shall elect a chairm,

‘Herself from a case, ‘the President shall appoint anothe: facuity

Remaval for Cause (ﬁxticie V, Section 4, WGe $tatates}

1
cause, Adequate cause for dismissal will be related directly or

fessional capacity., Dismissal will not be used tb restrain e
faculty members in their exercise of academic freedom ox xights J
of American %itizens. - - ' : ‘ ' {f

|

2. - Grounds or “cause" for &ismiesal nay inelude, but shall nat ‘ o |
be limited to, the folldwing . Ennduct imbecoming a faculty member: E
involving moral turpitude during -
the peripd of employment, or prior thereto if the conviction was 3
-willfully eoncealed; evidence of Iincompetency, gross: inefficiency, E '
demonstrated lack of ?rafessianai growth, or default' of aaademic :
integrity dn teaching, research, QT @tholaxahip, intentional or . .
hab{tual neglect of duty; ab&truchian oxr disruption of teaching . g

. or any. other institutiwnal function; use, possession ‘or dintribution
> of iliegal drugs; immural or obscene .conduct; willful violation of

Regents' “policies and pablished rules of-the institutinn, teaching
under the influence of alcohol-or -drugs, and any other use of al- -

- gohol or drugs which interferes with the faculty member’s performance

of duty; physical.or mertal incompetency as determined by a medical
board or a liceunsed physician &ad~ccnfirmedAby a ‘committee of .the’

- Faculty Senate; failure fo caxry .out- assigned responsibilities to-
. ward students, departmenzs, colleagues, or the College; false swear-

ing with respect to official documents filed,with che Ccilege.

3. . Pismissal of a facult) mewbeyr with tenure, or a non-tehured

L

“ﬂfaculty menber before the ‘end of a specified term, shall be preceded
by: discussion betwekn the faculty member and appropriate administra—

|
1
1
|
|
|
|
|
tivé officers- looking toward a mutual settlement; informal incuiry |
by the appropriate’ Senate committee which may, failing to effect an = -
adjustment, advise the President whether dismissal proceedings should | e
be undertaken (however its advisory opinion shall not be binding upon : ’
the President); a statement of charges framed with reasongble particu~ o
1axity by the Preg;deﬁt or his/her deaignated representative.. :

&. A,dismissal, 88 defined in 3 above, should be,prec%ded by a.

statement of reasons or charges and the faculty member congerned

shall have the right to be heard:by & Faculty Hearifg Ccmm§ttee

.of the College.  The Faculty Hearing Committee shall comsidt of S ,
five faculty memb&tg, appointed by the President from a.pan&l of : h S

" eight recommended by the Taculty and Staff Persomnel Comnitfee and

approved by the Faculty Senate.’ The Facylty Hearing Committee

shall meet as a body when it 15 called into session’ by the President
or hy a faculty member whd is’ subject to dismissal as defined in

2 above.. When called ¥ato. aession, the Faculty Hearing Committee

. from among ‘its membership, 4 mewber shall .
remove himseif/hersglf from the case, either’at the. request of a
party ot’onAhis/her own initiative 1f he/she deems himself/herself -
disqualified for-bias or interest. If a metiber removes himself/ «

member as a replacement. . &, < “

\v P -




5. * In all inaz:auces‘ ﬁﬁe. fa}.:tﬁwizsg i;eaf:iﬁg pmcaéums a?mii ap;yl?*

* .

) -
2. Servies of natﬁ,m of ﬁza hea*ing with- apémzf & masm or )
Ceharges ag?xx&t the facilty mewber in weitisg will be made ez o

- least ten {10} days prior to the heariﬁg. The faculty member
may Q&Wﬁ hearing or may respopd td the/cvharges in writing
< at ahy :img ‘before the hearing. If # Fagulty mewher waives
a h&aﬁrgg, but denbes the charges aga:iwt himfhes or asseris
.that tha' é}garges do not suppors a finding of adequate cause, . -
. ‘the heqzing committee will evaluate all available evidence and . Lo
P mm; 3.::3 émmmen&ahim upon tha avi ence in the vecord. .

b \ ‘l‘he Raculty Hearing cﬁmmitteaﬁ-z consultation with the ¢
: Prasiﬂam: and the faculty sember, fay gxergise its judguent - ' ;
©as Lo *s-?heai:}:ser the hearing should ba Ptﬁ)liﬁ or privm:&* :

Duxmg t‘fm praca&é:ings the wzmlky rember wiil bv:z pemi::*gjé
m , have an smademic or other personal advisor of hm!lmr &%
- cﬁoiﬁé, o . 7 s . o

. [ v\‘ .
- . - L = . R 4

. A mpz‘ recn'réing, brisf teevidence or amxy :.m&mm:lgtn P ;  -
of the.proceedings will %e ”ia.:;épt .made availablie to Fhi Eaculey
menet. and thb adminis:mzi?n in the ew&x: an’ a;ayeal\is £iled. -

e -

2. 'I'rw Facult.{}i&aring Cmittaa oAy gmmt adjaurmsm o
gnablé sither paviy-‘to iwest:tgam avidamzz as to which a mﬂ@
claim £ as,gf:';}‘zi%ae is mﬂa‘ T S

"

P

; 3 ml‘xy mamber :m& I:Iw aﬁminisﬁmﬁim wim e, & torded.
rtud Ly Lo cbtnim n@caas&ry wimaﬁsga a:md ﬁaﬁmmmry gr
. o;*:}xer eviﬁam: , & . -

it ¢.
- E .

e The fagu? t:y 5 -‘Lr and z.he administ:mtimx shall }ma the .
xight to confront and amaa»examim all witnesses. #me the: o 0
witness cannot-or'will dot appesr and the Committee detéxmines . TN AT
- _ that the interegts of -Justice raquire the admissicnrof }ﬁ.sé'ver :
. . stztement, the Gommittee may by affidavit mm::d the ZHOLD. T e
mstimny of bhe witness, - I TN T

! : Ot 3'—,;- ey, P
K] S . "-,5 ? o Sy s

-

e In the haaring of charges of - izmqmyshenaa, the tegtimeny = o« . &
cmay. include that of quaiified faculty" wembiecs frof this” @Gilﬂgﬂ R
or frum other insi:it{;tiong of n,.ghm? ﬂ!iut:ai:i’&ﬂa '

:f.g Tha Faculty I!earing Qomittee wiﬂ not im ’&mmﬂ by f@mzl e
.. rules of legal evidence, and may adwit any evidence which 48 = 7~ o
i prubat:wa value jlu 5a2:arminiug ?:he. isamzs in’;zalwgd*

o

.o

3. .The findings of fact gnd ﬁha a“&cisi.cn pf the -Faculty . .
. Hearing Committee wiz‘l ber hnmd selely, m tha hearir&g recard, S N

ke Except for such aimple annomtemenm a8 my b& mquimé, D
covening the time of rhe ‘hearing and similar mastters publiz . B

. statements and publicity about the case by either the fapulty
‘member ox. sdminiatm&ig\?a ofTicers should be aveilded uvokil t:?*e :
proceedings have been completed,’ including ccns;{demtiq;y by © o et

7 the ’Hoatﬁ‘ of Regents{ Tha I’resi&ent and the faculey membér S

. Lo ° . ) e e . .
- g . : [ PR ‘
- . . ; - - L v -
. y * g j - - @« . e . ;
. © N . . B . -
B . N
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will be notified of thé decision in writing and upon request
will be given a copy of the record of the hearing ’ Sy

-

R -

1. If the Faculty Hearing Committee concludgs that adequate
. : ’ cause for dismissal has not“been. establishegﬁﬁy the evidence «
. s -+ .+ in the record; it will so report to the President. If the
e _ Président’ does not approve .the report,s he/she may state his/
' T ' her reasons for doing so, In. writlng, to the Faculty Hearing
' VCommittee for response before rendering.his/her final d&cision.
-~ e : . If 'the Faculty Hearing Committee concludes that adequate cause

: ' for a dismissal has been established; but .that am academic .,
penalty ‘less than" dismissal would be more appropriate, it may
N o .50 recommend, with" supporting reasons.~ The- President may or

Lo L may not’ follow such recommendations. ‘ . . oy

S . M, After,complying with the foregoing procedure the Presidént
. ‘ may send an official letter to the faculty member notifying .
’ - 'him/her of his/Her removal for cause, Such a letter shall be
o . ~ -sent by certified mail-to be delivered to addressee only‘ ‘with
« - S receipt to show to whom and when delivered, stating. the.charges
o ~  which he/she.has found sustained, and notifying such person fhat
«+ 7. he/she may file an appeal within- twenty (20) days after the date
. of receipt of such notice and charges, with the Executive Secretary
ok - of the Board-of Regents for its consideration. . The Board or a com-
' ' mittee of the Board shall investigate the. ‘matter thoroughly and o
‘render its decision: thereon within sixty (60) ‘days. from the filing = ¥
] ~ date of the.record-of the.case with the Executive Secretary. The
LU °  Board or .a committee-of the Board may review the dismissal based
. ' on the record of the dommittee hearing, .or it may provide an op-
' portunity for- argument, .oral or written or both, or it may order
a2 new hearing of the case before the Board or a committee of the
Board The decision of the Board - shall be final and binding for
- . all purposes.c» v . _
"\M' - . “.-,_ o Ce o o N ) - , :s B -
n. Upon,dismiSsalfby the President,.the faculty member shall be .
o suspended . from employmert without pay from the date of receipt'
. - . of the final decision by the President. -Should the faculty member -
- " be reinstated by action of the Board of Regents, he/she shall be
. compensated fromathe date of‘suspension. =
,ff o Any faculty member dismissed on grounds other than those
'enumerated above has the right to appeal to. the Board of Regents -

- ' in aCCordance with Article IX, y—Laws of the Board of Regents.
.+ E. Right to Redress (Artfqlevv Section 7, WGC Statutes) h S -
l Any faculty member, administrative officer, or employee of the »
‘College who Jbelieves. that his/her rights have been invaded or - ‘ ..

Y, : " ‘ignored by any other. faﬁulty member, administrative. officer,or
- employee of the College, "and who is unable to tain within his/ .
, . “her own school or activity redress which is-satisfactory to him/ =
- .. her, may appeal formally for redress through established channels ' '
- . to-the President. If the President s decision does .not settle
. the matter to his/her sat1sfactiog,‘he/she may present to the

* ’ Vo8 : . . -




(T. E continued) S '_“. . ‘A' o o . ‘, . S

. iPresident a foxmal appeal to the Board of Regents as,provided in - =
Article IX, By-Laws 2f the Board of Regents. s =

2

F. Grievance Procedures ‘ T S o S
. 1. A person having .a grievance shall attempt to, resolve, it at ali levels
. through that-of the Vice President and Dean of Faculties before submitting
it to the chidirperson on the Subcommittee ©on Faculty and, Staff Grievances.
The person: should understand that a committee-appointed to hear the griev—
ance functions to Study.thé case and to makc recommendationS' it is not -
-‘empowered to reverse decisions.,

2. A person submitting grievance shall follow the stated procedures at -
each Tevels o ,

-
o

. Department Ghairperson {or Supervisor):

e - - 3

(a ) The aggrieved person shall first discuss ths grievance with the -
‘ appropriate.chairperson.
"(b)~ If the matter is not resolved at this 1evel the person -should
prepare a Written statement cleafly" delipeating the grievance, °
supplying appropriate documentation. e o) R
- (e), Simultaneously, the department chairperson shall prepare a written '~,f'
‘'statement to justify his/her action. = -

.;; L (d) .Thegse documents shall be forwarded to the.next highest administra-f
: ‘ tive level :

P
&

Dean of School,(or.other Administrator)‘

—_— . +(a) Upon receipt of the documents, the dean of the school 'shall review
- N the grievance ‘in consultation, if necessary, with the person in-
' volved, the department chairperson, and/or any other pegsons who
might provide useful information.

/////’ ()’ If .the; grievance is not resolved at this level the  dean shall.

prepare. a written statement describing his/her actions and jus-

] tifying his/her decision. . . . Lot
. (c) The foldey of documents including’ the dean's statement shall be

. \ : forwarded to the next highest administrative level

Vice President and lean of Faculties

~ v

(a) The Vice President shall review all statements concerning ‘the case.
He/she may consult with the involved dean, department chairperson,
* and- faculty or staff member before rendering a decision n the
. grievance. - % a '
(b) If the person filing the grievance is not satisfied with the : .
decision, the Vice President shall forward-the folder including = - i
, written statement of the decision and justification to 'the Chair-
o ' persom of the Suﬁcommlttee on Faculty and Staff Grievances.
' : ¥
Chairperson of the Subcommittee on chulty and Staff Grievances'

- . (a) Upon receipt of the folio concerniag the grievance, the chair- [
-~ person of this. committeé shall consult with the Chairperson of
the Faculty and” Staff Personnel Committee., They shall appoint




(I. F continued) e T a
N ] . ; ‘ . . " 3 L1 . _’ . R Py
- : o ™ a committee of three to five persons to’ heg; the appeal.
-5 7 (b) The committee appointed shall be constituted to assure that the
: __:w‘gggrieved person received a fair. and' impartial hearing. -
- (¢) 'This committee to hear the gtievance shall cunsult, within reason,'
R ~with anyone ‘it deéms appropriate. ° )
. (d)" - This committee shall forward its decision with 3ustifications .
. " to the Chairperson of the Faculty and Staff Personnel Committee
' '~ who shall present jt to the full committee fog consideration..
“(e) The Chairperson oflthe Faculty and Staff Rersonnel Coimittee.
. shall submit the fglio including the recommendstfen of the full
committee ‘to thge#ice President. Lo
(f) - Simultaneously, a letter stating that action has beEQ taken T
~concerning- the grievance shall be transinitted to,fhe Executive
' Secretary of the Faculty Senate and to. the. sggzieved ‘person. .
(8). - The Vice President shall assume responsibility for transmitting
all information back down through the appeal chain. .

.

President of the Collegeg o AT P '1? L

N

If the grievance is not resolved at this point, the aggrieved person
- may appeal fo - ‘the next’ highest level ~ the President of the College.

L
e ~ ~ -4 -

. . . . \
. . . - -
Rt} .

o

i
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- on the approval of the President.

. - - o .IL 'MISQEI'_’,LANEOUS PERSONNEL. POLICIES - LA
o v P 74 *7 : : : e
Academic Freedom, Responsibility, and Professional Ethics (Article V, Section 1,
WGC Statutes) oo - . , . . ;

o 1:»
- o . . - ] A c . )
1. .Academic Freedom o : ro L
¢ , - . e A i oy Lo : :
dny faculty member is entitled to full freedom in the classroom in the
research.and in the publication of results, subject to the adequace performance
of his/her other scademic duties; bufsresearch for pecuniary return shall depend

¢
-

Y“V.Any fa@ulty member is. entitled to freedom in the classroom in discussing

clearly stated in writing at the time of the appdiﬁtment.

2, AeademiEVResponsiblity ‘_/\ » : R -
. B ’ " A - S “« ... ‘
The concept of freedom should -‘be accompanied by an equally demanding concept

: of responsibility. The college or wnilversity teacher is.a citizen, a member of

@ learned profession and an officer of an educational institution. When such a -

" person speaks or writes as a citizen, he/she should be’ £ree from.institutional .

‘cénsorship or discipline, but his/her special position in the community. imposes

special obligations.  As a person of learning and an educational officer, he/she
should remember. that the public may judge the profession and the institution by -
one's utterances., Hence he/she should at all times be accurate, should exercise

. is/ .
her subject, but should be careful to present the various scholarly views rgﬁﬁted ’
to ‘the subject and avoid presenting totally unrelated material. Limit&tions: of -

"academic freedom because of religious or other aims of the institution should be

v

restraint, should show respect for the opinions of others, and shou;almaké every . -

effort to indicate tbat he/she is ot an Jinstitutional spokesman. "
ﬁ. ?roﬁessibnal'ﬁtﬂﬂcs E : ‘.f S S “ﬁiv;' it

Ed

‘TheAprefessor,~guided by a deep'couviction #f'the worth and dignity of ﬁﬁef "

advancement of knowledge, recognizes the special responsibilities placed upon

_bim/her. One's primary responsibility to one's subject is to seek and to state
- the truth as one sges it, To this end one should devote opels energies to de-

veloping and improving scholarly competence. He/she acceptstBg:ohligaﬁidn to
exercise critical self-disecipline and. judgment in using, extending, and “trans-’
mitting kuowledge. He/she practices intellectual honesty. _Although one may
follov subsidiary interests, these interests must never® seriously hamper or
compromise freedom of inquiry. - 5 . - -
_ _ S . , .

A8 2 teacher, the professor encourages the free pursuit of learning by hig/

- her students.’ He/she holds before them the best scholarly standards of his/her

‘discéplihe, demonstrates respects for the student as an_individual, and adheres
to the proper role as-infellegtual guide and counselor, . He/she makes every -

- reasonable effort to fostef-honest academic conduct an¥ to asgure.that evaluation

of students Teflects their true merit, ‘He/she respects the confidential mature
of the relationship between préfessor and student, avoids any exploitation of
students for privdte advantage d-acknowledges significant assistance from. them.
He/she protects thei@ﬁacademic freedom. - ' s ' : :

30
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“a citizen engaged in a profession that depe

?Equai'Employméﬁt Opportunity (Article V, Section 6, WGC Statptes)

A, continued) Cm R T T o - v . ;2?}T_ _
. S ' » . ' BTN e
"As a colleag‘ué, -the professor has leiga,;fic?ns that derive from ciion mémber;,-«' ) .
ship in the commdni;y of scholars. He/she respects and defends the free inquiry
of associates. In the exchange of %riticisd and ideas he/she showsg due respect to .

associates," and respect for the opinion of others. He/shefacknowledges academic
debts and‘strives to be objective id- the professional judgm nt of colleagues., He/
she accepts a ghare of faculty responsibilities for_the govérnance of the inétiggf P
tion. ‘ : oo s A . T ,
_ . - . ;

~ As a member of the institution, the professor seeks above all to be.an effective
teachers and schiolar. Although he/she should observe the stated regulations of the
institution, provided they do npt confiravene acadefic freedom, he/she should maintain
the'right to criticize and seek revisfion. 'He/she'determines the amount and haracter
of work.to be done outside the institjution with due regakd to His/her,paramoﬁgjhrer
sponsibilities within it. When cons deting the interruption Br terinination ‘ is/her
service, one recognizes the effect of one's decision upon the program of the institu—
tion;?ﬁd gilves due notice of intenti ns.. . - . . ' : ‘“1 .

As a memﬁét of the commhnity, the pgﬂ?éééor has the rights andqbbiigations of

‘any citizen. ..He/she measures the upgency of these obligations in the light of re-

sponsibilities and to his/her subje#t, students, profession, and institution. As-
s upon freedom for its health and" - "
integrity, the professor has a particular olligation to promote conditions of free

inquiry and to further public under#tanding pf academic freedom.’

[
X . :
.. . . . L. - . ¥

In accordéﬁca with che>pmliéiés of vthe Board of Regents, there shall be no
discrimingtion based on race, color, sex, religion, creed or national origin of"
eimployeeg in their appointment, promotibn, retention, remhneration, or any other

condition of employment. West Georgia College shall develop and employ an Affirma-

- tive Action Plan to assure-that its employment practices are in accordance with

Federal Exeéutive Order 11246 and the policies of the Board of Regents.

- X .. " o
- . . ., Il . . \ ) . /\
2 ' g s

. Emplbyﬁéﬁt'dffﬂelafives (Policies, Board of Regents, I«Z*'p‘.lOG)

" The basic;critéiié fbr the appointment and promotion of faeulty in the

. several institutions of the University System shall be appropriate qualific?iions

 discrimination based upon race, coijj§ sex, religion; creed, or national origin /

‘appointment and prométicn standatrds as set forth -in these policies,

other condition of empléyment.

pareats and children, brothars, sistets, and any in-laws of any of the foregoing.

and performance’ as set forth in -the policies of the Board of Regents, Relation-

ship by family or marriage shall constitute neither an advantage nor a disadvan-

o - T

tage provided the individual méets and fulfills the dppropriate University System

"ﬁé individuai;sﬁéll be emylayéd.in a.deyértment or unit under the supervision
of a relative who has or may have a direct effect ch.the individudl's progress,

performance, or welfare.”. . . .

~;In_aaéogdanc& with the policy of:ﬁﬁe Bcé%d of Regenéa;ﬁthere shall be no {7'

¥

of employees in their appointment, prgmotion, retention, remuneration, or any

For the purpose of this policy, reiékives'are defined as husbands and wives,

- &
. | ‘ .
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.D.’ Employment of Aliens

To-

" In 1955 the General Assembly of the State of Georgia adopted the following
law governing the employment of aliens:

2 . " * Be it enacted by the General A5sembly of the State of Georgia ’ R

fu\and it is hereby ehacted by authority of the same that froem - = - - )
and after the, passage of this Act that no department of the
State Government oxr' any political subdivision thereof shall g .

" employ an alien for any purpose until .a.thorough investiga~‘ T

. - tilon has been made and it is ascertained that there is no- L
qualified American ci;izen available to perform.the duty . oo
desired by the State of Georgia, -any department. thereof or, = - - o

. Tany political subdivision thereof. Provided, however, that _ - I

- any institution of the University System of Georgia may employf ‘

any -alien who is ,attending such institution as a student; and

any such institution may employ an alien for a' period of. time "

‘not to exceed one year, orrenter ‘into exchange professorship - )

agreements with lnstitutions, foreign or otherwise, where o

aliens are involved, for a period of time not to exceed one . : i

year, all.subject to the restrictions of this proviso but °. ’ s N

without regard to the remainder of this section. - L :

~ ) . “

1 - A~

VE. Facurty Transcripts and Verification of Degrees . ' : _flf'-f

RN < ’ .

All faculty must have transcripts on file in the president's affice for e
each degree completed. .The -college does not officially recognize the award
of the degree until the transcript is received.. A faculty member whose last
degree was pending when employed should be certain that a transcript has been C
-sent which shows the confertal of*the-degree. Faculty members who attain a. - ST
higher degree after employment should do likewise. - Catalogue listings of
degrees must be striotly accurate on the date of'publication. . 1¢/F

PR

' Verification of all degrees ‘held by individuals being considered far
- positions on the faculty of West Georgia College shall-be a requirement before‘ R
a definite commitment for employment bécomes valid. The Vice President and B
_Dean of Faculties is résponsible for obtaining certification of degreesm ’ s

F. EmployeeoBenefitse - ' CT o . ‘ . : - o
. - .\/\._ . . ) ‘-_ N . o . . ..

l. iVaoations - \ e s

- ' General administrative officers of the College, deans and other faculty
' and staff members with gcademic¢ rank who are on a twelve month contract shall

" have anmually a vacation of thirty calendar days, exclusive of regularly gsched-
uled holidays., .= = - ,

. For all other regular professional or non~professional employees, vacation .
periods will be earned at the following rates.- ' :

oo

a. 1 1/4 WOrking/days pex month during the firgt five years of
employment. v

b, 1 1/2 working days during -each of the next ‘five years of employment.




i
§ .

F conﬁinued) - , ) oo T s
Sl N ‘
1 3/4 working days during- each year after the completion of ten years
* of -continuous service. : e , . ‘
" . - L.

-~

Earned vaéation -may- be accrued up to.a maximum.of 45 working days. Employees

. shall be compensated for all’ accruéd vagcdtion time upon termination of service for: -
. dny reasom. _ . - , - : : 5 v - T

. 2
» e - P

,;v Emplogees, other thén temporary employees WGrking one—half time or more shall

. earn and accrue vacation time in an equivalent ratio to. theirwpercentage of time
i;employed ) , , , s :

v

uVatation shall be taken at times mutually acceptable to" the employee and his/
her supervisor. . o
. 5 , ¢
ALl employees on a twelve month contract areaexpected to. be on duty during
college vacations unless they choose to count this time as part’ of’ their annual
vacation. t i v . . .
. - . " -y ’
As used in this section, the term holiday means Thanksgiving Dayg Independence
Day, .Christmas Day, etc., whén all off in.the,college are cldsed.r Theuterm
college vacation refers to that time tudents are- not in attendance,

IS

<
- f e
N\

2;' Sick Leave : - ; - TR o g
- {For additional information sge Board'of Regents, Personmel Policies,
. Section III 1. ) : ‘ e R

- . = M . ‘?” - e e e e e e .
légiegular employees of the University System of Georgia will accumulate’
sick leave at the rate of one working day per calendar month of service effective

. October1l; 1970. All regular part- -time émployees working one-half time or more
. will accumulate sick leave in .an eqpivalent ratio to thelr percentage of time.°

plcyed Sick leave for all employees is cumulative, but a terminating employee
is not entltled to sick pay ﬁf;er the last’ working day of his or her employment.
For one year of continuous service buL less ‘than four years, a
sum equivalent to one month's-salary.. .
For.four years of continiious sgrvice but less than eight years, BT
2 sum equivalent to three months' salary. g t. .
) For eight years of continuous service but less ghan twelve years,
a sum equivalent to three months' full salary and an additional o

‘three: months at one-half salary. .
For -twelve years of continuous service but less than fifteen years,
. ‘a sum equivalent to three months' full salary and an additional ' ‘
“six month§ at one-half ‘salary. - v

For fifteen years or.more of continuous service a sum equivalent
to three months' full salary and an additional six months at.one-
half salary, from date of established illness. .

Ly o In the casegpf academic year employees, a period of three months shall

.be interpreted to-be the equivalent of one academic quarter. R

o . ,\.‘/
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.. terms of their, employient. - R

‘ﬁo Death Benefits ' - ' -

s (ILy F;‘Z_cpntinuéd) B 'f“ 4 - - o - - - T

r ‘ ' P A
- I ’ 2 ) S .-
These provisions will.not apply during the period.of~time the employee

may .be on leave of ,absence¢ for reasons other, than illnesg, or peridds of

time during which they would tiot be required, to perform services under the

-

: : , e
. . . ,,_"-(- .t . ) » . i
In‘determiaing,the length.of, seryice ‘of an ®Mployee in the University
~System; any time spent on leave or leaves of' absence shall be excluded. A

e

_N;leave’of‘absenée shall not, however, have the effect of breaking the confi- °
“Hulty of his service. ‘ ' : \ :

DS ) K )

-

‘Any payment made under the provisions of this regulation.for a continuing
period.of two weeks or more shall bé made only.on the presentation of a state-
ment of a physician certifying to the illness of Lhefemployee; All certifica-
tions must be renewed at any time upon the request of the Changcellor or-of‘the
President of the institution 'involved and at least every‘ﬁpfeé“monphs. ;

Any.payment‘madé under the provisions of'this'regulatibn for illness or -
injury covered by the Workmans Compensation Act shall be reduced by the amount
of ‘any payment received under the provisions of the Act. '

3. Retirement o S :
, - | . » o N - - o

Retirement is compulsory for every.employee of the college {including.

administrators, faculty, staff, or hozrly wage ldborers, etc:) at the end

of the fiscal year in which the age of 67 is reacHed. .

*  .Provisions for rétiregént on dccount of age, years of service, or dis-
ability.shall be in ‘accordancé with the Teacher.Retizemenq Act of the State
of Georgia and such supplementary provisions thereto as may be made by the

“Board of Regents. The supplementary provisions, including monetary provi- -

sions, referred to in the preceding sentence," shall rapply only to thdse

bersons who were employed=by 'thé college prior to April.lI, 1950:" All persons

- employed, by the college on or after that date, shdll be subject to the pro-

visions of the Teacher Retirement Act of the State ,of Géofgia and their re- -

tirement allowances and benefits shall‘be~only those provided by this Act.
Life insurance as provided in the'gfgup&;nsurande plan shall be codtinued

after«retirement at the option of the individual according to the teims of the

- policies filed in'the business office. Hospitalization and any other provi-

sions in the, group insurance plan shall be continyed or discontinued according .
to the terms of the policies. '

-

~

The poﬁpensation of all employees shall inciude not oﬁly the'émouhzs paid

to them in the form of regular salaries but aléq the following as déath benefits: )

"An amount jgayable to the surviving spouse as follows: If the’
deceased has been an employee for less than one year, nothing shall
be paid; if he/she has been an.employee for one yeat or more, but less
‘than two years, a sum equivalent to one month'gksalary shall be paid;
if he/she has been an enployee for two years, but less than thrée, a
sum equivalent to 'two, months' salary shall be paid; if. he/she has been
an employee for thre® years or more, a sum equivalent to three months'
sglary shall be paid. In all cases, "salary" ghall mean the regular
salary-whigh'tﬁé employee was receiving from the college at the time ‘
‘'of his/her death. - . o - .

R

N .




o {I1, F, 5. continued) i ‘ IR ' - : -

o f 5, bther Benefits . . . / .

The Board of Regents provides a variety of other fringe benefits fqr faculty
and staff, such as Workmen's Compensation Insurance, “Social Security Insgurance,
and Group Life and Medical Insurance. Tax-sheltered annuities are also%available.

. Contact the office of Fiscal Affairs for details concerning these benefits.

N . : . ‘-
. . : . ..

. G. ‘Leaves of Absence ' o . - ..
. o o A M - . - ‘ .
Subject to approval by the Board of Regents, leaves of, absence without pay- .
may be granted for a period of not more than one calendar ﬁear for graduate -
~ study, military service, health reasons, or service or research for othexr ' ‘.l
institutions or agencies. Renewals may’ be requested for sim11ar~reasons. '
When funds are availablg;'leaves with partial pay may be granted to persons R dfﬂ
) who have attained the master's degree and are pursuing a doctoral program, and : )
" who have been employed by West GeorgquCollege for at least three years.v Such
leaves are.for a calendar year or les5uand are subject to renewal,

o

I *

-

'

H. Fac'1t¥.Compensation for Summer School Teaching (Policies, Board of Regents, X L
D—p, p.,71) . _ o \

. Payment of compensation to'ﬁﬁculty members for full-time teaching during
the summer quarter shall be at.'the rate of thirty per cent of their regular
compensatio“' "or the regular session of nine months. The Salary for summer.
schodl teachlng will be adjusted proportionately for a period of time less
than thes full quarter of eleven weeks and/or for less than a full teaching
load of fifteen hours per week. s . e -

N [ . D ““;‘ ' [ .\ 3 . :
. I. Outside Employment =+ - . 7
s
The Policies of the. Board of Regents prescribe that a faculty membex shall .
not engage in any occupationm, pursuit or endeavor which will inteffere with
the regular and punctual discharge of his/her official duties. The faculty
member should make written application for such employment to the Presideng
through academic channels, . . . h
.. |
Faculty members under a nine—month (academic year) contract may accept - :
'~ outside’ employment for -the Summer Quarter without prior approval. I

v
.

~

J. Communications with the Board of Regents and/or the Central Office of the
-University System ‘of Georgia . - v ‘ N -
l Except for the President, ‘no. employee of an institution of the University
System, regardless of position of rank, ig permitted to communicaﬁt directly
-with the Board of Regents,,the individual members thereof,.or the Chancellor -

and his staff. ’ > . - . o
, Policies of the Board and of West Georgia College Statutes state. -"ﬁe -

.[the Presidant] shall be the official medium of communication between the
faculty and the Board of Regents and between the students and the Board of :
Regents,” - . _ N ‘ -
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(II. J, continued) ST e e s |
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. T ‘The. President may atithorize certain ‘officlals to communiéate directly with
: particular members of the Chancellor's staff, but in all cases carbons of letters

must be sent to the President, with this fact fndicated clearly on the original. .
. © Communications which bave not ‘followed the normal channels are routinely referred
’ back by the Chancellor to the President of the institution concerned v
\ o /_., . B 1
This procedure does not deny the right of any individual to appeal to the,
Chancellor and/or the Board of Regents if ‘he/she feels thdt his/her rights have
."been invaded or ignpred and that he/she has Tot found'saqisfactory redress in
. " his/her own institution.- Should the individual wish,to make such an appeal, he/ -
~ she needs merely to so indicate to the President and present his/her appeal *(in
a sealed elivelope 1if he/she wishes) for: transmittal by,;he Presi : '
Chancellor. e _ E ) v .

.

-

© . K. Requests for Legal Opinions from the Attorney Genera%/

-The State Law Department has ruled that all requests for opinions of the
Attorney General, drafting of legal instruments, lawsuits, garnishments, and
similar matters concerning institutions of the. Univarsity System come to that

. ' : office only upon request of the Chancellor. Therefore, any inquiry or request"
- " to be made of the State Law Department should be directed initially to the
Tk - President of thd institution for endorsement,to the Chancellor.
’ < i ‘ . v . .“ ' ’ x 'i: '
. L. Legal Holidays : : " - ’ : o A
. _ © . This holiday schedule applies speciflcally to employees on fiscal year

contracts. Holiday periods for others on acédemic year contracts are covered
by other provisions: The College fiormally observes the following holidays.

- Independence Day ‘ ‘ , :
Labor Day - . ' R . R
Thanksgiving Day C ’
Christmas Day

.

R . ‘New Year's Day R : Vo N R "_ o ‘
) Information concerning these holidays is disseminated in the Facultz

Memo.

- ¥

M. AdmiSsion to Student Activities
Faculty and staff, their ,Spouses and children, are admitted without charge
to campus athletic ewvents, dances, concerts, plays, and other scheduled student
_ activities. However, they are expected t6 pay admission (at the regular rdte)-
, . for fund-raising events and other activities for which students pay admission.
Subscriptions to the Mutual Concert Series also requlre payment at the regular
rate. .

<
-

Faculty sponsors should be sure that student leaders of various events
unders*and these regulations. .

. S 4 )

' o ‘ The college I. D. card serves as an admission card for the faculﬂ'y or staff -
" member and his/her family. The faculty or staff member may obtain I. D. cards

v o at nominal cost for his/her dependents. . e

Q . . « t
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Enrollment of Fdculty and Staff in Courses and Instructional Programs - -

- Since itwis to the advantage of the college to encourage!self—deve]opment-.

of employees, opportunity is provided for participation in training courses

and instructional programs on and off the campus.. .

1. Training courses . , ,

As the need is recognized the college periodically conducts on—the—job

“vtraining workshqps for groups of employees in such broad interest‘areas as

Loe

‘may obtain further information on workshops, or reqdest.a workshop offering : -

safety, purchasing procedures, and budgetary’ control. ‘Department chiairmen

. for groups of four or more employees, by telephoning the Personnel Officer
in the office of Fiscal Afféirs, SRR Y , v -
2. ;

sponsored by the college.

aré ‘expected to pay regular fees. ~

InStructional programs )

: el ) { ¢ ,5:\'*‘ .

Neon-administrative personnel are paid for actual hoérs~worﬁed and any % :

time off to attend classes on campus will be without pay unless a program is ' ;
|

. Administrative personnel may be allowed time off to attend classes on
campus; however, the plan must not. be used by the individual employee merely .
to work on a degree. Any course must be approved by the emplgyee's department
chairman and.dean or :.director, who must certify that the coursg will benefit .
the employee in the performapce of his duties at the college. All employees A

Employees of any rank may take courses for credit or work toward a degree

provided two conditions ‘are met: first, the state requirement of 'a forty hour
week (for full—time employees) must be’fulfilled, secondly, required fees mist
be paid. . . 7 .

4

]

Faculty menbers may attend regular classes offered by other faculty'members

< without registering as audltors. They shall not be entered on the rolls nor -

can they receive credit for the course unless it is repeated for credit and

-fees are paid.

+

Faculty absences. ' o e o ' SRR

Since the primary purposes of the college indicate continuing contact between
students and faculty, classes should meet regularly and should be used for pur~:
poses diraectly related to the accomplishment of the goals and objectives of the - . |
course In its curriculum context. ~ - 4 ) . .

Faculty members who find it nzcessary to be away from classes should ‘arrange
for the classes to be met during their absence. They should clear plans with the,
appropriate department chairman and/or dean. Outside interests may not be per-

- mitted to interfere with assigned responsibilities. ‘ .

- 4

. ., .
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Disruptive and Obstructive Behavior (Policies, Board of ‘Regents, J-1, p« 16

PREYY ey

 The Board of Regénts of the University Systsm reaffirms its policies to sup-.
port fully freedom of eXpression by each member of the dcademic community and to

’3’7

et
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(II. P, covtlnned)
. : T ' 13 T ‘
" preserve and protect the rights and freedom of its faculcy members anx students N
to &ngage .in debate, discussion, peaceful and; non~disruptive protest ana uissent.,
- The following statement relates specifically to the problem described below.
* It does not change or in any way infringe upon the Board's existing: policies
and practices, in support of freedom of expression and action. ‘Rather,, it is
considered neceéssary to combat the .ultimate effect of irresponsihle-disruptive
; and obstructive actions by students and .faculty which tend to destroy academic
e freedom and the institutional’ structures through which it operates. )
In recent years a new and serious problem has appeared on many college and
university campuses in the nation. Some students, faculty. members, add others .
have on occasion engaged in demonstrations, sit-ins and.other artivities that
‘Have clearly and deliberately interfered with the regular an. ‘orderly operation
of - the inmstitution concerned. Typically, these actions have been the physical -
occupation of a building oxr campus_area for a protracted period of’ time or the
use or display of verbal or written obscenities involving indecent or disorderly !
conduct., - N . !
-~ _ 3 . S ¢ :
These actions have gone beyond all heretofore recognized bounds of meetings
for discussion, persuasion, or even protest, in that: (1) acquiescence to de~-
- mands of the demonstrators is the condition for dispersal, and (2) the reasonable
and written directions of institutional officials to disperse have been ignored.
Such activities thus have become clearly recognizable as an' action Sf force, -
operating outside all established channels on the campus, including that of in~
tellectual debate and persuasion which are at the very heart of education.

The Board of Regents is deeply concerned by this new problem. Under the
Constitution of the State of Georgia, under all applicable court rulings, and
in keeping with tradition of higher education in the United States; the¢Board e
As ultimately responsible for the orderly dperation of the several institutions
of ‘the Uni . ~rsity System and thq preservation pof academic fre€dom in these
institutions. The Board cannot and will not divest itself of this responsibility.

Of -equal or even greaﬁer importance, .such action of force as has been
- described above destroys the very essence of higher educztion. This essence is
- found in the nhampered freedom to study, investigate, write, speak, and de- -
" bate on any aspect oy issue of life. This freedom, which reaches its full
flowering orr college and university campuses, is an essential part of American
democracy, comparable to the Jury system or the electoral process.
-For these reasong and in order to respond directly and specifically to this
nés problem the rd of Regeénts stipulates that any student, faculty member, .

) administrator, or employee, acting individeally or in cencert with others, who ’
clearly obstructs or disrupts, or attempts to obstruct or disrupt any teathing,
research, administracive, disciplinary or public eervice activity, or any bther
activity authorized to be discharged or held on any campus of the University ~
System of Georgia is ccnsidered by the Board to have committed an act of gross
drregponsibility and shall be subject to disciplinary procedures, possibly re- T

. sulting in dismissal or termination of employment, . o . "
The Board reaffirms its belief that all segments of the acédemic cmmmunity
.are under a strong obligation and have a mutual responsibilic ¥ to protect the -
campus community from digorderly, disruptive-or obstructive actions which inter-
-fere with academic pursuirs of teaching, learning, and other campus activities. -

. 38
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The Boaf&'bﬁ Regents understands that this paliéy is. cqﬁsistent with

resolutions adopted by the Américan Associlation-of University Professors in

April;T1568,.by the Assotviation of American Colleges if January ‘1968, and

by the Executive Committee of the Association for Higher Educatinn in Maxch,

1968, condemniug actions taken’ to disrupt the operations of institutions af

higher education.~\s ' + o , ! i
Political activity SR I Qe
+  See “Academic Freedom, Responaibility, an& Professional Ethics" in =
this handbqok. . R AT o
. .
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* IIT. FACULTY TEACHING RESPONSIBILITIES

A, Classroom Procedures

. Early in the quarter, each faculty member should ;f.nt':x:oduce' each course : %
clearly in terms of objectives, topics to be coverad, typae of learning activities,
number and nature of tests and repoxts, sbsence policies, and the syatém of
evaluation and grading. In gemeral he/she should cover the course content v
‘described in'the catalog and syllsbus (if available). . 3

Each member of the faculty who teaches a tourse in the core curriculum

has the responsibility of explaining the objectives of the core curriculum ™
- and discussing how the couYse contributes to the attaimment of the objectives.

A facylty member who does not subscribe to the objectives phould not teach a

core dourse. . I i = o .

3 . -, x
- 4 . . . ! & -

Facylty pembers should define for the student their standards of proper
. avademic conduct, what asaistance is permigsible’ in the preparatidn of reports, .
. term; or researdh papers,.and outside projécts, and standards of academic . '
- honesty on tests.- (See 'Cheating and Plagiarism” in this handbook) .

-

© PR

[

* Faculty membérs should proqptlyfxetufnfbritten tests anékféports to

students for review. Unless Final examinatiods are returned to students;. ° :
faculty members should “eep,such -examinatigns on file for at least one quarter T
‘~8nd allow each student to review his/her paper upon rasquest. -

o - N : . . N i K R R
. 1 . =~ 2 T

B.. “Record of Student Absences’ . B S i o - I

3 . o’

It is important fthat an accurate record be kept of student absences,
s 7 regardless of the “instructor's Bolicy about. clask cuts: This information.

“ may be needed: = .
: ) : * ) ﬁ; “IV ’ o B . ; | . N . T
1. By the deans, in making dgciafohs~aboqt a stu&eni's academle ox ‘ -
" disaiplinaryﬂstétusf:, . L s L ”_’- o T |

L3

'2.” By the Dicecébr‘of’?isqﬁi-éffagrs;'1ﬁ determining refund status )
h when a student withdrawd without formal notifieation. | & -

" 3. By parents, especially of‘séudenﬁs‘whd’may be disciplinary or
) * academic hfoble@ss - R : I
4. By prospective emplqyars; who are interested in the student's

. -general attendance recoxd,. . coe :

¢ L]

. Vhen a student has been absent for three ccnﬁacutiQQFQIass sessions, the
_ 0ffice of the Dean of Student Services qéﬁgéd‘be norified 'so that the atudent - .
- may be contacted. N N . C o . .%t;
L : o ) 5 ‘ . C . ” .’ o
C. Class Rolls - S : ‘e

s

£ . Lo X . ‘ . t .
On the first day of class, the ipstriictor feceives an initial class woll.

: If & gtudant’s name.appears on the roll, he/she is suthorized to be admitred to
clasg. The instructor should admit no student to class whosge nﬁ%ﬁ does not -

.

- . ~

4
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- 7. Noticd! from the Ragistrarﬁ L P
{ At the end ot ihe Drop and Add Period, the instructar rnceﬁves two coples
of a corrected class roll, One copy is tha ingtructor’s ’;ass roll, The other
copy of thisg correated roll should be checked against actdl class attendance,
corrected 1f necessary, signed By the instructor and returned to the Reglstrar
according to imetructions sent with the rolls, If a student has not repcrtea ,

to class, the instructor should note: "Has not reported" beside the student’s
name. Any other discrepancies between actuzl attendance ‘and the roll should.

- also be clearly. notad on the copy returnad to the Regiatrar; \ R . k . g

|
|
‘ pes L )
o appear on this roster unlass the studeut presentséan afficial "Drop and Add - SR
|

24

. - Under no circumstances sheuld a student be parmitted to remain in class
.+ unlegs hig/her name &ppears on.the final roster.. Class rolls, grade raports.

“and permanent vecords are made from,data~processing cards and tapes. The .

Registrar will have no Yecord to show his/her. enrollment in the class for those

students whcse nama does not appear on tha, roll. . :

* 7 Certain courges such as. aolloquia, spaciai tcpicai and speciai raa&ings
provide for a varring number of hours. The chaimman of the, department offering
"such variable credit courses should dndicate on the copy of the clags roll :
returned to the Reglstrar the number of quarter hour credits for which the D

» student is enrolled, the professor who is to guide the study, and the subject - » B
of the study. This informatior must be reported to the Registrar in the time. o L
degignated on the instructions. Some of the information is required. to vompleta -

the student g recard and to bill the stndanﬁ fcr the ﬁroper amount of faas‘
SN Vs e . - .Y . . , . . 2 - .

D, Caufse Changes and Drdps ' \ . LT o 1 . 2 .
The Drop and Adé ?er*od consists of the three days, immadiateiy following
registration, During this period a student may add or drop courses according
to the. fallowing prnc&dure*

P i - . . .
"\\\\“~“/ The student cansults with his/her advisor. LI
i The advisor prepares a “Schaduia Change Slip" availabla in )
departmentcal offices,
. The student carries the Schedule Change Slip to the dapartmenc
chaimman of each course to be added or dropped, and receives -.-
the department chairman’s authoxization, ' T
The gtudent presents the slip to the Reglstrar whc isgues the
- appropriate Drop and Aﬁd ﬁotica.

After the Drop and Add Pariod, & course may be dropped if the student con~
‘cerned presents to the Registrar an authenticated "Drop Membrandum” (which is
- available~in- departmental offices).. These forms should be signed by the
« ‘instructor and indicate a grade of W, WP, or WF am appropriate, . If there are -
unuaual circumstances surrounding the éroppiag of a particula® course, tha
- office of the Eean of Student Services should be contacted.

' .
Instructors may obtain forms for dropping studants for excesaiva gbsences .

Exom the office of the Dean of Student Services. . _ )
: L » < ' ot . :




(IT1. D, contifued) . S

‘a grade of WP, | S

mo

.L'
- . . : r - ‘; " ey

Q

- No atudeﬁ:vshgulé be efficially'droppéé‘from; or.éd&ad, to, the class‘roii
untis the instructor has received the appropriate Drop and Add Notice from the
Registy v, . T, ‘ C oL . L o

%

Réporting Grgdes

At mid~quarter, faculty members should advise each student who is not doing

‘passging work., The instructor -ghould also nd%ify,the office of the Assistant
~ Dean of Student Services,fg;uSﬁh&ent’Devalopmenﬁ"if counseling appears desirable.

Final gradés are recorded 9n.thé master class roll, pyovidéd‘by the Regis~
trar prior to grade reporting time. . ?’ T }/\' S ‘

Faculty ‘members are expected to meet the announced deadlines for turling ‘in a

‘grades. Fallure to do so results in a grade of I (incompleta} for sll members

of the class. The I grade can result in the student suffering an injustice
‘since it affects academic standing in regard to dismissal and to honérs. An I
grade must ultimately be changed by hand. - ' : , -
The master roll has a perforated section which lists the social ggﬁurity
number for. esch studentiand a place for his/her grade, It is customary for
the faculty wember to indicate grades on this portion;”detach it, and post it
on his/her office door (or another placé which has been announced to the clasa).
Weat Georgila College follows the uniform grading pattern of the Univeraity
System of Georgia as announced in the college catalog. Plus and minug grades
may be recorded on .the master roll but are not placed on the permanent fecord

‘nor considered in the calculation of averages.

’gaatar rolls also in&icate,s@udents who withdraw from a éourpa or are
dropped. Those dropped for sbsences receive an F, Those officially dropped

for other reasons are given a W, WF, or WP as she case warrants,.
; N ]

" If 2 student ﬁrépg_ar‘withdraws before evidence of the quality of his

~work has been determined by the instructor, the student is awarded ay,

Students in self-paced courses who gomplate some, but not all, coursa\;&guiﬁa~
ments during a gpecific quarter should also be awarded a V. Students \In
aelﬁupace&écourses'whoffail to meet minimum requirements should be awarded

* an F; . . -~ - . n ™ »

-~ . £

A studént who is &oiﬁg satisfactory York at the time he/sha whthdraws,
and who withdrawé.before,the'la&t_;ga weeks of a quarter, should bes awarded

~
Y

A student doing failing work at the time of withdrawal should b§\givan
a WF., Students who drop .courses during the last two weeks of a quarter are
narmally*awarded,a;grade of {IF. L : S

A grade of I may be given in lieu of a final, grade when a student with
work of an &acceptable quality (at least a D) is unable to completz the course
requirvements or take the final examination. It is assigned at the discretion _
of the instructor when illness, death in the immediate .family or other unusual
ciraumstances prevent completion of course requirements by the end of the

. 1t . . -
= " . - . . »

.‘,‘ . J ) . 14
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(IIT. E, continued) - |

quarter., An instructor who assigns a grade of I will submit with the grade, two - .
coples of a statement (on the standard form available in.departmental offices) :
indicatidlg the level of performance (A; B, C, or D) excluding tle missed work and
the work that must be dome to remove the incomplete.‘ The Registrar will file one .
copy with the student's permanent record and send one copy to the appropriata '
department chairman. The inatructor should also retain one copy. It is the L
responsibility of the atydent receiving an I to arrange with the instructor (or .
the department chairman if the instructor is not available) to complete the
. - required work. Undergraduates must complete the required work during the next.
o quarter in residence. Graduate students are allowed one calendar year in which
i to remove the incomplete. If the work is not completed in the designated time,
- the grade becomes an F. . ' K ' ) ‘ -

~Once final grades have been. turned in to the Registray's office, all grade
" .. changes must have the approval of the dean of the approprifite school before
they become. effective. The printed form "West Georgla Official Change of Grade
S Form' {available in denartmental offices) is used to effect the change, »

. Bl ~ .
. . 4 " . S A

¥, Final Ewaminations

» e Dod

A

.A achedule for final examinations is published in the quartarly West Georgla
College Bulletin. “Faculty members should adhefe rigldly to this schedule.
.Giving final examinations before thé time dfinounced in the bulletin provides tha »
L student with a legitimate excuse rhat he/she did not have time to prepare
o adequately for the examination,~,n' 'N ] ‘ , =
‘Durdng the quarter of his/her graduation, a. dtudent will be excused from o
the fifal examination in each course imswhich he/she is doing passing work. The
"student has the 'option of zequeating a final axamfnation, if he/she desfres.
This is the only instance in which final examinations may be given before the
time announced in the bulletin without the approval of the dean of the appropriata
‘ schocl. . . ‘

A

G. Cheating and ?lagiarism «
. . - o ¢ . ..
Just as cumplete Honesty should be the Professor 8 standand in"His prasan»
tation of material, this same standard should be demande& from students’when L
they respond for purpose of evaluation through tests, ‘reports, projects, and .
term papers, Every profeasor has the responsibility to inculcate in studentd, = IR
the ideal of academic honesty and to 6ake all practieal precautions agadmes it@
violation. .

%

© to mean %he obtaining and using of iriformation during an examination by means L%
other than those permitted by the instructor, including the aupplying of such’
information to other students. Improper academic conduct.shall also include
plaglarism, 1.e., the purchase and use of ghost-written papers and reports, .or
incorpbraring into a report, temm thame, vesearch paper, or project, ideas and
information obtained from another person without giving credit to the person.
from whom such information was obtained. Further, inclusion of trhe published,
or unpublished %ritings of another person without duly noting these sources
according to normal scholarly procedures shall be considered plagiarism.

’ . Improper acadamic conduct om.the part of the student shall be interpreted
[

i ‘. . v
e N A

) ' ’ ‘ ;
h> . (S
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(III. G, continued) ' ‘'~. . | o e
‘ All*faculty members should prdmoqé-agédemic'honeéty, not- only tﬁrough;their .
own high standards of scholarly conduct, but also by anticipating conditions
whicly may lead to dishonesty on the student"s part. Suspicion is not a sound
basié for "a healthy educational environment, and the proféssor must judge th¥ue

instances where hig/ber trust will encourage responsibility rather than cheatihg.

-

Specific ways in which dishonésty nmay be diécouréggﬁ include:

1. "Testing in such a way that.éheating 1s difficult. This may be enhanced by
avolding purely cbjective tests. Profegsors should also mopitor the classroom
during testing.. ’ ' : - .

Allowing only school or departmental .secretaries ‘to type and duplicate tests. '

‘Allowing student assistants to handle testing material sometimes places them

in a compromising position where students intent on cheating exert pressures

to supply advance information. . o B S

3. 'Safeguarding tests until the time they are to be administered, Tests should
.never be left in an unlocked office. : e ‘

A.vasing student assistants to-grade only simple, uncrucial tests or 1abora;ory
work. All major tests, papers, and final examinations should be graded by
the profesgsor. : - : . o

%+,

2
-

Discouraging temm papers, research papers, or projects which are merely a

re-statement of printed material. Personal interpretation and evaluation.

should be required. o v o o -
' - ~

Adequately prep&iing students gn glass in which reports are required to the-
- proper method of adapting source material. ' :

T3 Con&pcqing private conferences both before and after written reports are made
to insure that the-student understands proper procedures, and to evaluate the

student's assimilation bf'mgﬁg?ial_ . _ ; S .- .

~In cases of #bvious or suspected dishonesty, the professor -should, in private
congultation, donfront the student with the evidence, determine and enforce the
penalty if a penalty is warranted. In the event the incldent cannot be resolved '
satiafactorily ‘to both parties, either has recourse to the Appeals Subcommittes of
the'Aegﬁemic Poligies and Procedures Committee of. the Faculty Senate.
5 ) . V . . . ’-/p\ ‘ .
. ’ e ) . sl
Faculty Office Hours o , : - ‘ T
The faculty member should announce to his students and post on his door (or
other appropriate place) a schedule of office hours, and be available conslatently
during thosé hours. The total scheduled hours should mot be less than ten hours
per week and include morning and afternoon penlods on most days. 2

Conferences at other hours should be available by appointment for the mutual
conveniences of students and the faculty member, ° IR

L

-
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I. Field Trips , - |

Field - trips are -of recognized value in the educational process, but it should :

"be recognized that a problem arises if a student is asked to miss other classes to

P make the trip. Field trips should have the approval of the dean of the appropriate

.~ school, who should be'’ provided with a list of the students who are to partieipate, ‘
the time.of departure, expected time of return, and purpose of the trip. When,

_field trips have been approvéd, the instructor should provide each student who is
to participate with a. notice that may be shown <to those other instructors from

whose clasg the participant will be abgent.

T

J

Wherever practicable, the collega bus or vans should be used as the means of
- transportation for field trips. Drivers of persenal automobiles on trips carrying
college students are liable for damages for negligence, just as they would be = -
under other citfcumstances. CSee “"Faculty Liabilixy", and “Use of Bus and Vans"
in this handbook,) .. . ) . .

~ @

. Procedures for Efépcting Curriculum Changes

’

The Academic Programs Committee of the Faculty Senate is charged with the
,responsibiliry of reviewing each proposal for a change in the undergraduate
curriculum (adding, dropping, or modifying course ‘offerings, degree programs, or

majors). The:committee, recommmends approval or disappyoval of the proposed .
change in course offerings to the Vice Pregident and Dean of Faculties and
proposed change in degree programs or majors to the Senate. = THe Senate Committee

. on Graduate Studies has similar responsibilities with respect to graduate courses

! and programs. . , . -
] Pfoposals for undergraduate curriculum changes are normally initiated at =~ |
the departmental level and require approval by the departmental faculty and.the
appropriate school dean. Graduate curriculumachanges require the approval of the.
graduate faculty OF a school (or the advisory board authorize& in tha by-laws. of
the school).and the appropriate school dean. ,

FS

BB S B

s - ° e LN
= In the case—of new degree program oroposals, preliminary stndy and approval
by the Chancellor's, Staff is required. A description of the form required to
obtain such approval is available in the offiice.of the Viee President and Dean
-of Facultieg. Once approval by the.Clancellor's Staff has” been received, the
proposal ig sent to the appropriate Senate committee for consideration and
recommendation to the Faculty Senate. Whan approved by the Senate, the vice

« President, and President, a proposal written according to, the format (for which
copies are available in the office of the Vice President and Dean of Faculties)
is sent to the Chancellor a. office for consideration by the Board of Reganta.

Proposala for adding, modifying, or dropping individual courses should be
forwarded to the appropriate Senate committee., Courses numbered 400 - 499 are
considered . by the Academic Programs Committee before being comsidered by Committee
*on Graduate Studies for fmelusion in ‘the offerings of the graduate school. If
approved by the committee and the Vice President and Dean of Faculties, -8 new

—  course can be offered in the second quarter following'approval. Other approved
,changea can’take effect in the quartar following approval. .

, The form and content of the documentation,required to-‘obtain Senate
Commictee approval can be obtained from: the appropriate Committee Chairman.

- "
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iProposals must be sent to the committee crairmaﬁfbefore November 1 if the
. proposed changes are to be printed in the, next edition of the college catzlog.

\' : R - : . -

K. Textqook Qrders and Adoptions

- a

brders for teﬁtbooks are placed approximately “five weeks before the end of
~ the. qﬁhrter preceding thelr use in accordance with a. schedule provided by the
o Campus Bookstore. Individual faculty members turn their orders in to department
chairmen who consolidate departmental requirements on a form provided by the
-Bookstore. These forms- are forwarded to the Bookstore through. the office of the
school ‘dean. : ' : - . - e

If ‘a class ‘has more students than ﬁntici ated, the instructor should contact
the manager of the Bookstore as soon as possii?&;\

» ]

It an instructor anticipates a change of text at some future date,- the : .
manager of the Bookstore should be notified so that extra copies. may be- dispoaed
A notice of one quarter is preferred _ o _ -

There should be a reaeonable correlation between the textbook and the
catalog's deseription of the course, Unless special justification can be
) established a single textbook (or set of textbooks) should'be used by all
- sections 1n a.multi~sectioned course.

L. Research Research Grante, and Sponsored Operations . fm; D »

©

L4

1. Researoh i3 one of the areas in which a faculty pember  1s. evaluated for .
promotion and tenure. (See "Employment, Promotion, Tenure" in this handbook )
L
2. A modest sum 1g allocated annually'to asgist faculty members in their un~
: sponsored research projects, .Application blanks may be obtained from the
: Chairman of the Leariuing Resources Committee of the Faculty Senate. Dead-
~ lines far. the submission of applicatione are announced in the: FaculAy Memo.s
l V s
Grants qre restricted to full~time faculty mEmbera who have been employed
at West Georgia College for at least one'year and whose research project
‘will not! be used for completion of a degree.. Grants are awarded to support
bonafide! research leading to a refereed publication. Grantd are given to
encourage scholarship th&t‘hight otherwise go unaccomplished. Such grants
may be u ed to help defray research expenses involving travel (transporta—-
' tion, foid .and lodging), photo duplication, equipment purchases, supplies,
- and publication assistence, with the following qualifications.

av - Any item or service which is normally- funded chrough the grantee's
¢ department is generally not a qualified candidate for fund«granting.-

b, No ere than 50 percent of the subsidy can be made to a-publisher up to
a maximum grant of $1500 for this pufpose. No private publications can
he: sgbsidized in which ther author pays. all the publication coata.

.t

c. At t&e discretion of the Committee, a project may be funded at an
ramount less than che requeated amount. _ i .

o0 -
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-

- ~

* d, The applicant s department is expacted to. contribute 10 percent of the - .
coat of all reusable items to be purchaged by grant funding.

*

e. Funds are not allocated for hiring research aasistants to do typing, .-
reading £41lm, or performing experiments (unless expertise.is raquired).

i Funds are noc made for travel expensee to conferencest

L

Kl

3. >Sponsored Operationa L . R : . .

The office of Instrucﬁional and’ Researgh Services serves ag the centrsl
clearing house for all proposals, contracts, and grants. This office also
drafts agreements with external agencies. A representative of the office of
-Instructional and Research Services should assfst in the.negotiation of the
agreement, The office provides. assistance in‘the writing of .proposals and

approves the proposed budgat, 4 o o
, - ~ The following are sofie general procedural guidelines.~am_ - . e
« . -~ - e €
a, ‘Proposals involving faculty,or facilitles of the collage must ‘be agproved
P by the appropriate department chal: and dean of the school’ involved. R
If the faculty or facilities of a school or department other than the . e
one in which the proposal originates are committed, the appropriate e
department chairman and‘dean'must apyrove the proposal. , - ’, -

b. If a training proposal is submitted which commits the institution to a .
new degree ‘program, the deg%qa program must have been authorizea,prior :
R to submission of the proposal. New courses-which are included in a
- T . funding proposal must have prior approval for inclusion in the ccursa

, p offering of West Georgia Collegei\
' ' ¢.  The routing of proposals will be )
1.»vDepartment Chairman {or Chairmen) . : - g
: : 2. Dean of the appropriate school- ' . L .
S s - 3. Director of the office of Instructional and Research Servicea R
‘ -, 4. Associate Dean of Faculties , "
° - 5, Vice President and Dean of Faculties L. ' o>

5. 'Prasident
‘d.  Requests for expendinures from funded projacts should be routed through

the office of Instructional .and Regearch Sexvic®s. This office maintains

.4 record of such expenditures and gends to each ,principal investigator
.or project director the baldnce af unencumberad ‘funds each month.

Reqitests for budget amendments must be routed to this office. Expenditures: >
- from-the amended budget are not ailowed until the amendment i1s approved

by thc;ﬁoard of Regents. :

e Five days should be allowed for review of the prqposal by the President .
or’ the representaﬁive authorized 3 sign for and commit the inatitution.
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. M. Faculty Liabilley O V : . .

Questxous about the liability of faculry members for irjuries to students
engaged in laboratory work, physiaal aducation, field trips or other College
sponsored activities are sumetimes asked* e e :

kY

N

_ Since faculty members are gmployees of the S;ate, they enjoy sovereign
ipmunity: in the performance of their duties. Ia Georgia, a suit againgst the A
. State carnot 'be maintained without its consent nor may such an action be main-
. - tained agaist ap officer or employee of the State in his/her official capacity
' .~ "(Robert V. Barwick, 187 Ga. 691, 1939). However, if a faculty member should
commit some act of negiigence, he/she wculd be ‘ndiv’dually and personally 1iable
to the injured party, : ) "

-

Although an adverse judgement against an employee of the State would not
. result if he/she were acting in an offiéial ‘capacity and not negligent nor .

- wWillfully malicious in his/her actions, the employee could nevertheless be .
~ syed, Such nuisance suits are rara, but protection against such suits can be -
obtained for a nominal sum by a business affairs rider on a comprehensive home
owner's policy. Professional societies (such as the Georgia Association of

Educators) provide tort insurance as part of their ‘membexrship fees. '

L
N. Release of Information~abouz Students (Articl& v, sec:ion.s VGG Stat utes)

s Students of West Geo:gia College *have the right to assurance that ‘thelr
. academd® records, compiled and maintained by the College, will be recorded
. ”‘acaurately and maintained in confidence. The College shall, however, maintain
T a balance between its obligation for the“growth and welfara of the stuaent'
» and its res;:onsibilitzies to society, - . , R
; Ttanscripts of educational recnrds shall contain . .only information about
- academic status, except that disciplinary action shall be recorded in cases -
" where it affects the student 8 el;gibi&ity‘to re~register. .

bisciplinary and counseling files shall be maintained separataly‘from .
academic records and shall nat be available to unauthorized persone on campus: B
nor to any person off campus without -the written consent of the student
involved, except undet legal compulsion or in cases where the health‘or welfare
: of persons or the safety of property are involved. No record ahall be kept
which reflects the political activities or beliefs of students, Provision
shall be made for periodic routine destruction of noncurrent disciplinary
records whenever appropriate administrative authcrization is granted‘by the
College. . :

s

» ' The College shall wake every endeavor to keep the student’s record confi-
= dential and out of the hands of those who would use it for other than legitd-
mate purposes. All members of the faculty, administration, and clerical staff
¢ must respect the confidential nature of the student's record. At the same .
time, the College shall be flexible enough 4n its policies not to hinder the
student, the inStitutiqn, or the community in their legitimaté pursuits.

.
v
. ' ’
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- appropriate campus agency. Friendly .
promotion of advigor-advisee rapport., The advisor functions im a strictly ad- °
- visory capacity and should not attempt to force adherence to the advisor's

n -~

IV, EMCULTY RESPONSIBILITIES OTHER THAN TEACHING.

~ Advisement .

-

Tﬁéﬁfanulty advisor should bear.-in mind the extreme importance of his/her.
role. He/she should know the gore curriculum and degree reqyirements. The
advisor's work with the gtudent can determine the degree of success.the student
-attains, A student's initial and poseibdy only lengthy contact with a facylty
member is with ‘his/her advisor. It is imperative that this contact be weaningful
in terms .of the student's academic and personal needs, ' :
- .A student should not only feel free to seek aghdemic advice from his/her
advisor but may also solicit opinions and help in any matter the student feels: .
nertinent to his/he:‘pexaoﬁaI needs. The advisor should make every effort to
asgist the student with these needs aii,,if necessary, refer the student.to the

d personal dialog is encouraged for the

“wishes. While the advisor is expected to know college poliky’and curriculas, it
is the student's responsibility to fulfill all degree requirements. .

The academlc advisory systenm funetions within the framework of the schools
of the College. Assignment of an advisee to a school for advisement is made on
the basis of information in the student’s admission material or upon the stu-
dent's stated interest after enrollment. The'number of advisees in the"undecided

major’ category assigned to a school is based on the manpower avgilable to the
schoo}, The Dean of Student Services has the responsibility foyf assigning ‘stu~
dents to specific advisors. o e : “h\‘d‘/’;il S
When. an advigee is asdigneéd to a school, the Dean of Student Services will:
provide the dean of that school with an afivised folder,. The folder contains a
record of courses taken at West Georgia College. The Registrar's office provides
an evaluation of college courses taken by students who transfer from other insti-
- titions. Many advisors use departmental wotk sheets which shew the courses re~ |
quired for graduation under the major (o® majors) offer%d by that department.

A student may change his/her major by asking. the advisor or the Dean of .
Student Services' to complete a "Change of Major' form. The Dean of Student
Services will then reassign the advisee to the appropriate advisor before the
. beginning of the next academic quarter if the request is made by the fifth week
of the current quarter. ' ’ L

- Immediately prior to the advisefment peri‘od,‘\, the professor should post on
his/her door (or other appropriate place) a notice.to indicate the times when
he/she will be available for advisewent and request that advisges.sign up- for
appointments, The advisor Is expected to be available for advisement during -
these times. . _— . : : .

Not only should the advisor 'help the student plan his/her schedule for .
- each quarter, but the advisor should also, at -the beginning of the year, plan -
with the student a schedule for the entire,year in keeping with the student's .

academic goals. Haphazard or perfunctory planning can result in enrollment

.
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Z"(lV.,Aa continued)

. . P : L
¢ \ in courgses for which the student 1is. poorly fitted with consequent failu e, or in

failing’to take prerequlsite4pourses when scheduledl ' R .
> . -

. Several speczﬁic academic policies should be noted'

1. vIn selecting courses & student msy step up one 1evel of course numbe s

. : or down one level of course numbers. ~Freshmen are not permitted to

. enroll in 300 or 400 courses. Normally, a seniot. should not be enro léd
in a 100 course and few should be taking courses at the 200 level.

& Ce e
2. sxceptions to degrse requirements or substitutions Jfor theh must be. ¥ vrf:» -
- recommended by the.sdvisor in writing and approved by the approprlate e

-dean! v S

3. The adv1sor s authority is limited in advisement matters but his power
> of persuasion is not. Under current policies one cannot ordimarily -
compel a student to ter a gore -or- reqnired course if the student
.wishes to postpone it'in.favor of an elective. The advisor can point. -
out the undesirable results which —ight stem from such a choice, and
. place a memorandum in the-mdvisee's folder pointing out that the course
* " selection was against his/her ‘advi.e. Flagrant abuse of the privilege -
of free choice should-: be reportsd to the Dean of Student Servicesl

-
B

B.' Counseling . S : k o o ,"e"‘

Tn addition to the counseling pormally oerformed by the studen s’advisor 7
and .nstructors, the College provides. free ¢counseling for students.. Qualified
personnel administer diagnostic tests and offer professional counseling ser-
vices to deal with personal, educational, and career problems

L]
~

‘ Any faculty msmber who believes that a student is in need of these ger-
vices should refer the student to the Assistant Dean .of Student Servicss for
Student Development. » : :

C; Orlentation - . . - 4 o . >

Orieptation for. freshmen and transfer studénts is held four times a year, at
the beginhing of the fall, winter, spring and summer quarters. Four one-day ses-
sions of orientation are also beld during the ldtter part of the summer quarter
for incoming fall freshmen. Parents are invited to-a ‘separate orientation during&
‘this latter session. ; . "

The purposes of orientation are: (a) to provide the. opportunity for each stu- -
dent to be advised by a.faculty member from the student's-major field of interest,
" 1f known; (b) to advise the student. of opportunities for .advance placement and '
credit (the testing program); and -(c) to acquaint the studént with West Georgia
College, its activities, rules, and procedures.

* 3

Effsctive dgrientation rsquires the corbined éfforts of faculty, ataff and stu- o
dents: Faculty psrticipation is requested throngh the appropriate deans or super-
- visors, o 2 . :

| | - 94




‘(IV. D)‘ ; ‘ . v' L S
: . . - 'Ev;‘ A .
"~ D. Faculty Participation in College Affairs
. . The policy of West Georgia Coilege' as enumerated in Article IV Section 1 of
7 the College Statutes is that "Faculty participation in academic government is a
necessarvcorollary <0 the responsibility to teach .conscientiously and investigate
freely." ine p.ocedures for faculty. part1c1pation in college affairs are clearly
defined in the Statutes qf West Georgia College and the By—Laws of the Facﬁlties
‘and the Faculty Senate, West ‘Georgia College. .

Participation in College affairs is expected of all faculty members. Ser-

+  vice to the inst¥tution. is one of the four criteria for the evaluation of faculty
member effectiveness, as_prgscribed by the Policies-of the Board of Regents, S
University System of Georgia. See "Employment, Promotion and Tenure' in this L s
Handbook. ' : . : ) o e

e

E. Faculty Participatiod in Cjvic Affairs

- : o, o ———
- The ‘attention of all faculty members in this matter is invited to "Academic
Freedom, Reeponéibility, and Professional :Ethics" in this Handbook.
- A ) . * . ~
F. Partioipaﬁion in Convocation d Commencement Services ’

Members of the faculty are expected to attend formal academic éxercises of
the, College. Since space at sych funitions s normally limited, formal faculty
- .participation.is restricted to proportional xepresentation from each school.
Each administrative Xffice is noxmally represenreﬂ by one member
\ . L

“a

All academic pﬁﬁbeSSIOnS are arranged.by the.Faculty Ma:ﬁhal, ]

Academic regalia is' required for formal par; cipatiQn in convocations, 4
graduations, West seorgia College Day, and at o*éir occasions when prescribed.
Each faculty membsr is expected to furmish his own regalia which may be. rented-

‘or purchased through the West.Georgia College Bookstore. Such gprders should be
placed at the Bookstorge approximately. six weeks prior to tﬁe datein wﬁich such

PR

regalia is to-be used. IR
\"A . e ' . '\ ~ ) ' ’
G, Faculty—Student Rélaﬁionships' . ' : ‘;t I
. _ : _ i

' The desirable faculty*atudent relationship within the classroom is Besc .
expressed in the section of this Handbook on- "Academic F*éedom, Responsibility ,
" and Professional Ethics." ) .. o o

-

.~ The influence of thé’professor on the student extends well beycrd .the class—
room. For this reason, if for no other, the personal cohduct, pursu.t of knowledge,
and good’ citizenship of the professor should reflect qualities worthy of emulation.
Personal -conduct requiresthe exercise of free n.n and free scholars in a free

~ -sqciety.
:’ . . : - E . ‘ g,,
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V¥, WMISCELLANEOUS PROCEDURES

and entitled to reimbursement -for expenses incurred shall have authorization
from his department chairman or other designated official for the performance

Travel Regulations y o
‘ESCh émpldyee required to travel in the per;}¥mance of his official duties

~ of travel. Approval may be in the form of a standing authorization in tHe case

of individuals required to travel on a regular or contingous basis, a specific
authorization in the case of those individuals who are required to make occasional
trips, or a specific authorization for all out-of-state trips. Specific - :
authorization shall be in such form as to indicate.the itinerary, estimate of

" the cost of travel, mode of transportation, and the general purpose of the . .

travel. A copy shall be attached to the travel expense reportg. Travel -to points
Just beyond the State border necessary for the accomplishment of in-state
business shall not be construed as out-of-state travel for the purpose of these
regulations., *° ' ' ’ \

The 'Red Carpet Travel Agency, located in The People's Bank Branch building
on Maple Street, can be of agdsistance in planning travel. Personnel at the
agency can anglyze the needs of each client and furnish transportation and
hotel accommodations tailored to the requirements of each individual case.

The following procedure is to be followed with the Red Carpet, Agency on _fraval
requests:, : : . : -
: v ‘ . ,
. . - *
a. All ticket request fofms are to be signed by the Dean in the academic
" area or by ‘the authorized supervisor in administrative areas, prior
E? booking through Red Carpet.
b. The signed request is to be taken to the Red Carpet Agency. (or
; phoned in and malled later in urgent cases) for their adviééxan&’/

>

. b (o] Oking IS , ] [y

The follqwihg peaple are authorized éc'apprave auércf*staté travel on official

‘business and for charges to the college for -airline tickets issued by the Red

-

Carpet Travel Agency for those reporting to them:
. ; o , e :
Pregident )
Vice President and Dean of Faculties
"Asgociate Dear of Faculties

%

§ Deans of the various schools” =~ - -~ - . :
Executive Agghstant fo? Administration ’
Director of PySlic Services . o )

-Director of Fiscal Affairsg. -«
- Director of College Relations : :
" Director of Instructional and Research Services

Reimbursement {s made after the.traval is accomplished. ‘Travel expense
accounts received in the business offiqe by the close of business on Monday of
each week will Be paid by computerized .check on the following‘F:igay‘ °

Expense wtatement forms have spaces for the make and license number of the
car; speedomet adings, -the employee's social security number, and expenses
incurred while traveling. ‘ : .
4 3

S :
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< Ed

N .
In requiring certain ef its emplove&&'hu~ggrferm cravei, the Univeraity System
expects to reimburse them for reasonable and necesbary expenses asg may be incurred

. while traveling away from their official headquarters and places of residence. The

Board has adopted the following generul regllations regdrding travel of employees
6h official b&siness of the Univatsity Systen (Policies, Board of Regents, D-19,,
79-82).

i. Transpnrtacian .

2. Reimbursement for transportation within the State may be for ‘use of .
personally owmed vehicléﬁ\gzaizctomnan carrier. “Transportation outsgide
of the State will be by comTon—carrier unless specific authorization

_1s received prior to the trip for the use of perswonally owned vehicle,
It is expected that such authorization will be granted only under )
conditions where travel by common carrier would be more expensive ox
less advantagecys to the Univergity System. Reimbursement will not

be made for payments for transportation other than mileage for use of

a personally owned, rented or leased vehicle, or travel by recogni.zed
_common carrier; payments to friends or other individuals cannot be .
allowed, Transportation cozts between an employee' 8 plage of residance

. ~and his official headquatters cannet be reimbursed, .

b, Reimbursement for transpartatian within the Snate by personally owae%,
rented or leased vehicles will be at the rate per mile approved by the
Budget Bureau for the actual mileage traveled in the performance of
official duries, This mileage will be computed by the most direct

: route fyom the point of departure to the destinacion. The initial
. point of departure shall be considersd as the emplcyea & residence
or offxeial headquarters whichever may be nearer the destination point.
Actual speedometer readings will be reported; howaver, personal
rileage will be excluded in detarmining the mileage for which.reim-
bursement may be made. The authorized mileage rate is to include all
- expenses incurred in the operarien of a personal vehicle, but relm-
bursement for such items as storage, parking, bridge and reoad tolls
caanct be made. i .
e .Tragagﬁrtanien by commza carrier sill besby scheduled plane, rail,
- ox bus. Qeimbmrsement will be made on the presentment of a aicken
. szub, receipt, or other deaumaﬁzar; evidence of expendituzre., Travel
# by scﬁe&gled airline will be bv minimum xare sarvice whenever

_— Q?mkcir*ablak | S . . L
Co i ‘ . .
d, Limausina service, taxi, or trolley E: arey ma} ba veimbursed when i . i}'
actually incurrad in connderbion wiuh common carxler transperration - 7

. to aod from railread, plane,-or bus terminals, or meering places,”
if necessarv. It is expected®that limousine service will be
utilized when, available and when arzival or departure is during.
davlighz houra. Although raceipts are not reauired for such items

~ of transportation, a pﬂﬁﬂi“tﬁ“ﬁﬁlﬂﬂ explanatian will be givan for

e eaah 5uch item zeim%uraﬁ&ﬁ “ . .

~3

.

e, Lmnlc}apa of the University Systen arg a&thax*ged to rent, or other-
wigse contract for the use of, autom c&iiaﬁ or other pdissenger carrying
motor wehicles for uranﬁa@r»ati@r necagsary and caav&aient‘ta tha

«5’2
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(V. &, 1, continued) : e,

-execution of their official duties and service to the institurion, subject
to the limitarions and Yestrictions hereinaftey provided: b

If travel is via commercial carrier, car rental coste may be,.
reimbursed except when commercial means are avsilabla and more
3 . : economical, ‘ ’ , ) ’

Examples Rental transportation will not be author;za&'fdr‘a
single round trip between an airvport and a mid-town-meating Py
when limeusine or taxi.serviee is available. C

Example: Rental transportation will not be authorized between

#u employee's place of lodging and place of business within the

destination city when taxi service or other transportation is
_available, ’ : |

~ Rental is not authorized for transportation in the execution of
- - piffcial duties routinely involving high volume travel for
~ -uhich transportation by personally owned automebile or iustitu-_
. tion owned automobile has been previcusly authorized.

3

- An employee will be reimﬁuﬁsad for actual rental costs incurred for offi~"

cial ‘transportation. - ¥o claim will be made, and no reimbursement paid,
for miledge charges accrued as a resylt of; or for the portion of the
flat "daily charge ratably attributable to, unofficial transportation,

»

. "

-

?rior¥ap§paval By emplo?égjs.inatitutioﬁ'ahddld be received,

Rental of Juxury automobiles is not permitted.

-

2, Subsistence :
- Subsistence (maélé and lodging) within the county of an gméloya&‘ﬁ official
headquarters or place of residence or within a twenty mile radius of an employse's

official headquarters or place of residence, is not allowable. An employee taking -

anpual or sick leave while away from headquarters on official business 1s not
entitled to subsistence for rhe period 6f leave, .’
. . y _— "“(:‘ . o 4 o
‘a. Lodging - Reimbursement will be made Ffor lodging expense incurred in a
' hotel or motel on the presentatior of a "paid" copy of the bill,
Adequate. accommodations should be obtiined; however, Mt is expected
. that reservations will be made in advance, whenever practical, that
. minimum rate accommodations available will be utilized and that
. - Mdeluxe" hotels_and motels not providing commercial rates will be
aveided, Wheun a Yoom is shaved with others, reimbursement will be
made on a pro rata ghare of the total cost. An employes on travel
 statug, if accompanied by husband or wife who is not an employes on
travel gtatus, would be entitled to reivbursement at single room :
rate.- Lodging expense cannot be paid other than for overnight .
accommodations. : S . o '

3 ’ - . ’1
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) . 3 . . .
b, ¥eals - Reimburseaient will be pade for the actual cost of meals within - : . -
f«/ ’ reasonable limitatigns. Charges in excesa of a reasonable rate ghall T
: ' . carry. an explanation of the conditions ‘Justifying the charge, i .
Requests for reimbursement shall be limited to the cost of meals for y
the individual employee in a tvavel status. Cests for meals which =~ . -~ = ‘

‘logically could be taken bdfore departure or after return frog travel
status will not be allowed. Lunch expense will not be allowed when
absence From official heﬁﬁquarters dogs not exceed three hours.

3. Miscellanebvus Expenses ? ' ' . : -
2. Ragiatration fees pequired for participation.in conventions or con- :
ferences which an employee is authorized to attend will be reimbursed . .
- when supported by a "paid" receipt. Reimbursement cannot be made
- for optional-asséssments or fees, or personal memberships. Any part
of a-reglstration fee applicable to meals shall be reported ag meal
,expens& and not ag registration Eae* ~ :

b. Expanses for cfficial telephone and telegraph meésages which must ba

~ and other similar personal expenses cannot be raimbursed«

pald for by the traveler are allowable. Reimbursement claims shall " 5-1 R
indicate the location frof which made, the person contacted, and ¢ -
, justification for the communication. « T -
- e, Expeuditnres for antercainment, laundry, gratuities, valat aservice .

(G

. These services are under the general superviaion of tha Associate Dean of
Facnlties‘v. : ¥

-
o .
3

B. Learning Rescurce Centar, Computar Center, Library

»

&

1., The Learﬁing Resourca Center | B - . &

The Learning Resource Center, alao aalled the Instructional Media Gannar, pro-
vides the college community with instructional and audio vigual 3ervic33‘ : N

. The Center services ‘ave divided into four functional arsas! "
3. Eqnipment distribution, utilization, and rapair,
2, Spftware production and utilization, including all graphic arts,
-+ “Budio productign/duplication and photagraphy,
3. Instructiaual Television;
4. Radio Station--WWGC.
Ty

.The Center Has two offices. The main office (in the 0ld Biology building)
- provides equipment distribution to the eastern campus ;- sexrvices involving graphic

t;g arts,. photographic and audio. duplicacion/prédaction are avallable in the main T
"% center. : o = ,
The affice fn the ¥ew Educaticn Center is responsibie for aquipmané distri~ " S
'but:imn in the Biology-—Chamistzrv bumd r’fg a,nd che Education Cenae.r* Instructional .
;& ,
o R ’
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~Television and repair facilitied ave also housed in this offics.

_ = = v , 1 Nata

1{?.53, continued)

 Th éentgr recovers the coét'of materials through a charge back gystem, A
Adist .o _ charges ig.available in all adminfstrative offices; additional copiles
are avallable in ‘the Learning Resource Center offices. "

The.Center:is a cenﬁrh}izgﬂ sérvica for equipment in%entofy and preventive
- malntenance and repair.. All audio.-visual equipméent purchases are channeled '

through and approved by the Center.

» »,

The Center provides a special area in &ﬁe Oid Biplogy building and all

. neceggary equipment for stgdents-ﬁorking on mgdig based projects,

, Xerox copies, transparencies aud"offéeﬁ'%asters areftrdvided to faculty and
staff, ' , - : 4 . : o

- . ! P
. - . .

T : : ¥ .
2. The Computer Center - -

]

, The Compuker Center serves all areas of the college community. It is .
equgpped with hn IBM 360-40. Hoth batch and interactive services are available,
The Center maintaina a’ public’'program library for academic and research )
users, *Congulting services are available in the areas of programming, use of
public programs, "and data prepsration.. Any faculty member or graduate atudent
~_ may use the computer. Undergraduates may also use théefaciliti@a‘iglthejwo:k'
. is part of a4 course in which .they are currently enrolled or if sponsorad by a
faculty member, - : . . T, '
. . . . 2 - ) L . s
' Many ‘administrative offices make use of; the computer and have extensive g
~data files within the Center. The Computer Center serves only as a depository
for the data and does not difrectly distribute any routine or special reports .
- or releade any informatidn from these files. It is the reaponsibility of the .
office "owning” the data file to maintain its accuracy and to determine who
may use ite contents. - ' . : ' :
' 3, The Library - B - o ‘
Faculty members are encouraged to make appropriate use of the library's
collections and services. Library hours are posted in seVeral places and are .
advertised in the West Georgian, the Fagulty Memo, or, the Library Memo. Faculty
- membexs should note also the followlng statements from geparate -departments- .
in the library: SRS . S

' ACQUISITIONS. The faculty is encouraged to participate in the selection of
“books, for the library., Requests for books to support courses and research inm .

" a particular «discipline should bé submitted.to the faculty member's department
chairman; requests for books of general interest or for reference, books may be -

-turned in directly to the acquisitions librarian, .
~ Book requests must be submitthd at least one quarter‘in advance of their
need. Bagic materials for new courses to be added should be ordered as soon

as' the course is ‘approved, if the material is not already in the collection.
' - . » T ‘ ‘ : :

. e0
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(V. B, 3 continued) , o Co ‘
The faculty ia responsible for checking the card catalog to see if a needed book' . _
is aixeady in the 1ibrary before making d request. o o - i
‘ Libravy order slips are available in the department or,school offices. The:
slip filled out completely and correctly to assure speedy proceesing4

s must
- Copies_oﬁ/fgﬁks in Print, Cumulative Book Index, National Union Catalog, and
: publieher 8 catalogs are available in’ the library for faculty use. -,

(Wi
Current books are- received weekly on approval and are shelved in the
Acquisitions Dapartment for examination by the faculty. New books are put on
the shelves on Wednesday afternoons. and remain on display for.one week. - The
faculty is urged to ‘make selections from the approval books each.week.

CIRCULATION. Books from the general coilection circplate for a two-week period

_ to students. Facultymay keep books until the: end‘of the quarter but are
expected to return theém at that time. Books may then be renewed, if desired. :
A1l books are subject to -recall when needed by anpther professor or student.. -
Members. of faculty families are welcome to use the' college library and tp -
borrow booka in their own names for the two~waek ?eriod._-

.

?amphlete and college cataloge may be checked ‘out for a two-week period. -

Reference books circulate only at the diacretion,of the reference 1ibrarian.
’ Governmen: documents, wit5kthe exception of a few frequently used titles, !
may be checked out for two'we § from the periodicals desk on the fourth floor. -

i

Periodicala are not oirculated‘v
RN , o
; The library's collection of framed art reproductions and posters may be
-~ checked out by faculty and students for a period of one college quarter. The
limit is two per patron. Between quarters, all prints remain in the library
_ until the firat day of claasses. in the next quarter. -
“~ . Oy
RESERVE BOOKS.. Fapulty‘members who require their studenﬁg to ropd epacific
books-can have ‘them placed on reserve. Such books mady circulate ovegoight,

) class~to~class, three days, or may bé limited to lfbrary use only.
. o Y ,
. Instructors should ‘type their reserve lists in duplicate on the forms prow‘
- vided by ‘the library. Bibliographic information should include author, title, . -
-and call number. Books should be listed alphabetically by title. The typed
forms, completely f£illed out, should be handed to the reserve librarian at - .
least a week beforg the quarter begins, Instructors may also place personal

coples or xeroxed material on regerve.’ Booke will not be put on reserve later

than mid-term of the quarter. ] e L .
, INTEFLIBRARE LOAN SERVICES. Interlibrary loans and photoduplications are 4
‘ f - hapdled by the Reference Department. This service is avallable only to . |

faculty and graduate students engaged in specific research projects,,
- ‘Bibliographic information required for books includes author, title, place
of pyblication, publisher, and date. The author, title of article, titie of




P | o ) ‘ ) = R . \ o o
4’ , . The library maintains a divided public catalog With the gsubject cards:in

%

-

f(V,4B, B‘cegcinuéd}‘ :

. . 3 . . . o

£l

. pericpiicafg’, x}él,ﬁma,' i;a'gegg and date are rec{uired for periodical articles. Pay~- ,"

- ment. (pexsgnal, by department, or by grant) for photoduplication should be
arranged with the:librarfan at the, time the request is handed to him/her.
~ Computer searches in s®fence and educational&fesearch‘are.availablgigyrpugh
Georgia Information Dissimination Center.

N .

. ' Interlibrary borrower's cards thay -be issued for faculty and graduate stu-
dents which aldows them-to borrow direct from the*other libraries in the™
University System. ' - : . C

. . =
CUaY E
- i

REFERENCE. -Telephone reference service is available to students and faculty
members. If questions require more thanm three minutes to answer, the librarian
will call back or send -the informatipn by campug mall, A reference librarian
is on duty during all library hours. e L ‘

.

Librarians wiil compile brief spbjec}’bibiibgraphieé or checklists upon

¢ Tequests by faculty members. - oL -
CATALOGING. The library useg thg Library of Congress classification system
and normally accepts both the classification number and the subject headings

. from the Library of Congress. Fiction im English is shelved alphabetically =~ -
by the author's last name, and juvenile' books are arranged by Dewey clagsifi- -
cation numbers. T - A '

te

one group and the author and title eards in another. . .

'SERIALS.f In addition to- periodicals, the Serials Department acquires and
services microforms and U.S. Government documents . West Georgia College is
a partial depogitory library serving the Sixth Congressional District.

a »

Requésts for new serial subseriptions are accepted through départﬁ%nt‘ 
offices and are processed July 1 and October 1 each year. Orders- for’ backfiles
are placed from July 1 to December 1-each fiscal year.' \ ’

<

4

4 Copy service for both hard copy items and microforms is available in the =
Serials Departmefit, ' o '

- In qrdef to f@ssure availability and to protect ﬁaterials; periodical
literature assighed to a class should be put on reserve in the Serials

.vﬁ% ' Department at' least two days in advance of thé assignment.

RIC - < o .
ided by ERIC R . v .. -
N M - . Y - -

'C. Use of Bulldings NS '
The reallocation, use, and alteration of space'is'assignéd to the Director
of Fiscal Affairs. He will confer with-the Vice President and Dean of Faculties
- regpecting space assigned,for instructional purposes or facylty use.

4 room or space on campus w@ich is desired for.meetings, special entertain~-

. . " ment, recreationy social events, or any purpose other than classes listed in
) . \ . . 1. o . . , :

e %




V. ¢c, contioue&l

.Ueé of Bus and Vans

the quarterly bulletin must be scheduled on the official college calendaa in the -
Student Activities Office in the Student Center, This includes outdoor activities.

Most rooms, with the- exéeption of SOme rooms in the Student Center, are not
available for extracurricular use until after 5:00 p.m.,on weekdays. Space is
provided on a first come, first served basis. A monthly calendar listigg all
major. activities is published by the Student-Activities Office, distribute& in
the Student Center lobby and mailed to faculty. ‘ :

"+ The Office of Public Safety ghould be contacted for emergency building

‘maintenance (except during the hours of 7:30 a.m. - 4:30 p.m.; Monday - Friday,
: when the Office of Plant OPerations shoal& be contacted) :

.West Georgia College presently has one forty passenger bus, one twelvé
passenger van,.-and-two-nine passenger vans for use in student activities.

The, following procedutes govern the use of these vehicles: .- . .

o

The vehicle should be reserved at least one week in advanoe,' If the

vehicle ig to be used for trips outside of the State of Georgia or for a period

in excess of three days, reservations should be made one month in advance.

The sponsoring department/organization must provide a_ responsible chaperon
for each trip. The chaperon must be a college employee who is willing to accept
the responsibility fqr the vehicle and the welfare of the student pasaengers.

The chaperon will be responsible for making vehicle reservationa with the
Plant Operations Department. Thig may be dome by obtaiﬁing a vehicle requegt

. form from the appropriate school office or from the Office of Plant Operations

and filling out the requized information. The form should be gigned-by the
person making the request, the department chairman, and the dean. It should
then be sent to the Office of Plant Operations, - Vehicle requegts forms -that
have not been signed by all the raquired people are considered invalid.

b4

kt 1s the responsibility of the _sponsoring department/organization to

- designate a driver and to assure the Plant Operations Department that the

driver has a chauffeur's license. The driver gshould check out the vehicle for
road teat purposes before the scheduled trip, . .

a

Under no. circoms;ances shall these vehicles be used for the transportation

_of any full-time empleyee of. West Georgia College other than the driver and/or

the chaperon or chapetons. (These vehicles are for student use only. Board of
Regents policy does mot permit institutions of the University System to own or
operate passenger vehicles for employeea,)”

The usage mileage rates may be obtained.from the Office of Plant Operations.

'.w

..,
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- campus or off~campus. = Off-campus assignments are with public agencies or frivate -

G..

H,

théir department chairman or dean. Deans provide the Director of Financial Aid

mon-profit agencies and students are under administrative control of West

”sassignéd.atudenﬁ assistants.. If the faculty member does not have sufficient wodk

obtained well in advance and matled (if possible) to those who expect to attend.

Issuance .of Keys

-

B

. L. .
Smoking in Clasarooms and Meetings. - . = - : R ’

- , & S . o - 3

, Smoking is not permitted in the gymnasium. A special room is praviged for, . .

suoking in the library. Smoking fs not permitted in the classrooms by faculty |

N

gr students while class is in session, Smoking is permissible in the classroom -
betwaen classes, . L L : C

. . s P
B . L . . . -
| T

Student Assistants o S e e

<
v

‘Faculty members-whb desire student;3351§tant§’should'indicate thaif,negdvﬁc

with consolidated requests for stiident. assistants. If the names of particular
students are indicated in the request, effort will be made togssign these.
atudents, provided they- have made dppiication to the Director of Financial Aid.

'Student workers may work up to 15 hours per: week. Ty
. . ) ’ . -,‘ . B

.

Student a$é&étan£§ arefpai& on avscala“rangingvfrom $1.70 to $2.50 per hour,
Students who qualify for the dollege Work Study Program may wark'eiﬁhg; on~

: orgla .

?

o

College. . .

The supexvisorfisléxéecced:té keep a record of wark*ﬁbuxs,p&rformad by

for the assistant, he/she should report this to the department chairman or dean
to allow the student to be reassigned for the mg}imum houts. . oot
) . . W ~ v - o 3 . , " .

@

Visitor Parkingf?erﬁits,
Special’;émpprary parking permits faor,visitors ate°iasued.§£ the Department

of .,Public Safety at the request of academic or administrative officers. When o

conferences: or meetings are to be held; ¢t is urged that visitor’s permits be

9.
.

Paxkipg'Regﬁlatipns .

. .Copies of the Campus Traffic Code are avallable at the Department of Publip
safety.. ., . . R . .

14

.-Bach faculty member is provided with a key to his/her office and to an

s

-exterior door id the building in which he/she 1s housed.. Keys may he issued to

graduate students and secretaries at the discretion of the appropriate departmént
chairman or supervisor. Keys will not be igsued to undergraduate students,

T Y Y A
i f:x‘x\ e :
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(V. I, continued) o R . ) T f’ ‘ . ﬁ
!
All persons with Weat Georgia Colleg& rays in thelr possession shuuld take
every possible precauticn to insure chat e 8 are mot, lost, 8tolan oL repraéucad |
- Department chairmen or 3uperviaars are rasponaible for collecting keysa fvom
students, faculty or other em 5ployees who 1e§va-tha collage or transfar to
- another department or positi v :

-3, Solicitation of Punds

The following procedures are followe& concerning the salicitation of busi«

nesses and private indiviﬂuals for contribmtions to grojects or nrganimation&
©  at the college,' . P
.A,ia . T

1, There shall be no soliciting of funds for acholarahips, loang, grants,
equipment, or suppiies, unless it is approved by and in cooperation with
- the offices of the Director. af Developmenc and/mr others axpraasly autho-
- rized by-the President. ,
2, JThere shall be no Boliciting of prizes or awards either in merdhandise or™
‘money unless approved by and in cooperation with the offices of the
¢ Ditactcr of Development an&/or othars expressly authorizad'by the Preaiﬁent.
3. ‘The. privilege of seLling advertising is re&triatad,to the Hest Georgian S
_and the Chieftain unleds. specific authorization is granted by a commintae
congieting of the Directoxr of Development, Direqtor of Public Rnlations,’
_and the Director of Student Activities. ‘

CK.~ Personal Use of S;ate Property e

T "Peraonal property owned by an institution shall be uged only for inatitu-
tional purposes. No employee in the Unlversity, System shall permit such property.
‘to be removed from the campus of an institution for use on either a rental or
1oan bazis for personal use.” (Policies, Boixd af Regents, p. 83).

‘Such ptop&rry inecludes maintenance ghop faciiities and aquipmann, andio~ .
Voo visual and instructzcnalnmedia equipment, and vehicles.

The regulation does not prohibit the use oz apprapriate equipmgnt when a
rapresentative of the college speaks before, civic clubg and other crganizations
in his capacity ag” a public servant and ig providing a public t¥lations servics
fnr the cnllega‘ : ; - , w0 \

The use of college stationery, pastaga, the long diécance telaphone 1inaa,
and ‘the Atlanta lines for peraonal reasonﬁ is not permissibla‘ _ -

L. Faculty Memo * - S 'mk : R e e , Coe .
. e . ,vﬁ . 3 . .
Tha Faculty Hemo is published,weekly by the staff of the Diractor of Collaqe 3

- Relations., It~ cnntains notices of caming avents and news of particuiar interest

' .‘.“ - ’ . R - ’ -
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(V. L, continued)

o

P

to and about the facuity of the écllega; Any ;nformation\considaged.3ppropriaté
for this publication should be subfiitted directly %o the 0ffjce of College Rela-
‘tions, : - ) .

~

. -

Equipment for Social Activities . .

Perszons wishing to borrow items (such as punch bowls, cups, serving trays)
for on-campus social activities should contact Food Services at leagt 24 hours
before items are needed. Irems should be obtained from and returned to the
Student Center. Ald items must be signed-out to a responsible person, who will
indicate expected time of return, The. borrower is held responsible for prompt
return of all items in a condition comparable to that in which they were .
delivered. A breakage deposit may he requested, . ‘

- ’ 3

-~

Use of Bulletin Boards s

<&

'foiq;altbaarés are placed in the following places:

Martha Mun:b,A:hé Student Center, tﬁé E§ucat£on Building, ﬁhe Educarion
Center, Callaway, Social Science Building, Math~Physics Building, thevﬁumanitges~‘
Building, and the Library. : : ) : T o

. . - > ] -

Those desiring to place notices on the official or other bulletin boards
lgheuid have them approved by the Director of Student Activities. -

, Noticex;~handbills, posters, and banners are to be placed only on bulletin
boards. - They may not be placed on bulldings or trees. In particular, material
should not be taped to doors of buildings since many of these doors are made of

‘plastic ifnstead of glass, - L A L

= - t
¢ T L

w

i - ‘ ) .

Telephon& Sarviag\(Usage qi’tﬁg Atlan;g,ﬁélephsn8fiines)

The College has two direct telephone lines to Atlanta. Atlanta lin tvice
is for.cgllege businebs only. All official calls to Atlanta must be mad:ﬁii\Bna ‘
of these linés-rather|than as a toll call, To use the Atlanta lines, one should
dial "operator", -idedtrify himself; give his extension number and. the nugbegr to
‘be dialed and hang up, The operator will call back wien the line is available
Calls are tabulated by ngme and extension number and are turned over to the ,
appropriate office -or school at intarvals and charged te them, Academic and admin-
istrative offifers ave charged with the regponsibilicy of seeing that these lines N
dre used for official business only. R o ‘ -

Usage of the Atlanta lings iz heaviest bewwesn 10:00 s.m. and 4:00 pom,
Calls mdde outside these hours receive much faster service, - ‘

et PN
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